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Indiana’s WIOA Equal Opportunity Contacts

State Equal Opportunity (EO) Officer:

Kalena James, State EO Officer
Regulatory Oversight & Compliance Division
Indiana Department of Workforce Development
10 North Senate Avenue, SE-304, Indianapolis, IN 46204
Phone: (317)-450-4227
TTY/TDD: (317)-234-3535
EO@dwd.in.gov

Regulatory Oversight & Compliance Division Director:

Connie Berry, Counsel/Director
Phone: (859)-620-4373
ceberry@dwd.in.gov

Regulatory Oversight & Compliance Division EO Specialist:

Jennifer Biddle, EO Specialist
Phone: (317)-232-8544
EO@dwd.in.gov
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Acronyms

ADA Americans with Disabilities Act MOU Memorandum of Understanding
ADR Alternative Dispute Resolution MSFW | Migrant and Seasonal Farm Worker
CER Code of Federal Regulations OFECCP Office of Federal Contract Compliance
Programs
CMHC | Community Mental Health Center oJr On-the-job-training
DCR Directorate of Civil Rights REA Reemployment Eligibility Assessment
DDRS DIVI.SIOI”I of Disabilities and Rehabilitative RES Reemployment Services
Services
DNR Department of Natural Resources RFA Request for Application
DOC Indiana Department of Correction SGA Solicitation for Grant Applications
DOE Indiana Department of Education SMA State Monitor Advocate
DOL/CRc | Ynited States Department of Labor, Civil SNAP | Supplemental Nutrition Assistance Program
Rights Center
DVOP Disabled Veterans' Outreach Program SSDI Social Security Disability Insurance
DWD Indiana Department of Workforce SS| Supplemental Security Income
Deve opment
DPN Disability Program Navigator SWIC State Workforce Innovation Council
EO Equal Opportunity TAB Technical Assistance Bulletin
FBP Federal Bonding Program TANF | Temporary Assistance for Needy Families
FSSA Indle_zna Depar.t ”.‘e”‘ (.)f Family and Social TDD Telecommunication Device for the Desf
Services Administration
ICC Indiana Career Connect TTY Text Teephone
IHC Indiana Health Centers, Inc. ul Unemployment Insurance
INDOT | Indiana Department of Transportation USDOL | United States Department of Labor
ING | Indiana National Guard VEVRRA | Vi&tnamEra Veteran's Reagjustment
Assistance Act
IN-DEI Indiana’ s Disability Employment Initiative VR&E | Vocational Rehabilitation and Employment
IPAS Indiana Protection and Advocacy Services VRS Vocational Rehabilitation Services
JAG Jobs for America’ s Graduates WIA Workforce Investment Act of 1998
LEP Limited English Proficiency WIB Workforce Investment Board
LIVS Leaz_jer for the Implementation of Veterans WPRS | Worker Profiling Reemployment Services
Services
LVER Loca Veter_ans Employment WSA Workforce Service Area
Representatives
MOA Methods of Administration YHCC | Young Hoosiers Conservation Corps




ELEMENT 1

DESIGNATION OF STATE AND LOCAL EQUAL OPPORTUNITY (EO) OFFICERS
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ELEMENT 1: Designation of State and Local Equal Opportunity (EO) Officers
[29 CFR Part 38.23 through 38.28]

The Governor of Indiana has designated the Department of Workforce Development (DWD) to
administer implementation of the nondiscrimination and equal opportunity provisions of the
Workforce Innovation and Opportunity Act of 2014 (WIOA). The Commissioner of DWD has
ultimate responsibility for administration of the WIOA EO programs in the state and, on behalf
of the Governor, ensures that Indiana’s Local Workforce Service Areas (LWSAs), sub-recipients,
and workforce system partners comply with all federal regulations.

EO Officer Designation

In compliance with all applicable nondiscrimination requirements, DWD has designated Kalena
James as the State EO Officer. In this role, she oversees the coordination, implementation,
maintenance, and monitoring of the nondiscrimination and EO requirements of the U. S.
Department of Labor (USDOL) regulations, 29 CFR Part 38. Ms. James reports directly to DWD’s
Regulatory Oversight and Compliance (ROC) Division Director Connie Berry, who reports
directly to DWD’s General Counsel, Jeff Gill. Ms. James reports EO and nondiscrimination
matters as needed through Ms. Berry, Mr. Gill, and/or DWD Commissioner Steve Braun.

Ms. James is assisted by Jennifer Biddle, ROC Division EO Specialist, ensuring adequate staff
support and resources to effectively monitor compliance with EO and Nondiscrimination
provisions.

Contact information

State EO Officer:

Ms. Kalena James, State EO Officer

Indiana Department of Workforce Development
10 N. Senate Avenue, IGCS SE 304

Indianapolis, IN 46204

317-232-0603

TDD/TTY: 317-234-3535

Local EO Officers:

Local recipients appoint a senior-level employee as the Local EO Officer who may be appointed
other responsibilities. However, those responsibilities will not create a conflict of interest or
appearance of such with the responsibilities as a Local EO Officer. A directory of the twelve
Local EO Officers is located in Attachment E1-C to this Element.

EO Officer Duties
Ms. James’ designated position as State EO Officer reflects duties which ensure Indiana’s
compliance with Section 188 of WIOA and 29 CFR Part 38. None of Ms. James’ duties present a




conflict of interest, or appearance of a conflict, with the responsibilities of an EO Officer. Ms.
James’ duties include, but are not limited to, the following:

e Coordinating the State EO responsibilities under 29 CFR Part 38;

e Drafting, implementing, and maintaining compliance under Indiana’s Methods of
Administration (MOA);

e Ensuring periodic EO and nondiscrimination compliance monitoring of WIOA Title |
programs across the State;

e Reviewing state and LWSA policies to make sure those policies are nondiscriminatory;

e Providing training, technical assistance, and guidance to the local EO Officers; and

e Developing, publishing, and ensuring compliance with procedures for processing
discrimination complaints; and

e Undergoing training to maintain competency.

Indiana’s one-stop and American Job Centers are referred to as WorkOne centers throughout
the state of Indiana. The Local EO Officers monitor the WorkOne offices in their designated
regions and, on average, devote one hour per week on WIOA EO-related activities unless a
matter arises that requires additional time. The Local EO Officers are responsible for, but not
limited to:

e Reporting directly to the State EO Officer on matters pertaining to Section 188 of WIOA
Title I.

e Conducting periodic compliance monitoring of regional WIOA Title | recipients;

e Handling regional discrimination complaints;

e Conducting Americans with Disabilities Act (ADA) surveys at the WorkOne offices;

e Reviewing their region’s written policies to ensure they are nondiscriminatory; and

e Ensuring regional nondiscriminatory practices are followed.?

Public Notice of EO Officers

DWD makes the identity of the State EO Officer known to applicants, registrants, eligible
applicants/registrants, participants, employers, employees, applicants for employment and the
public by the following methods:

e Formal notice to Indiana’s workforce development system is disseminated through
DWD Policy 2

e Contact information regarding the State EO Officer is listed on the State’s website under
“find an agency,” which is located at http://www.in.gov/core/find agency.html| and
“find a person,” which is located at http://www.in.gov/core/find person.html. Also, the

! Documentation section includes a representative sample of job descriptions as well as organizational charts for
local EO officers.

2 DWD’s EO and Nondiscrimination-related policies and being revised and updated for WIOA. Policies attached at
time of MOA submission are those enacted under the Workforce Investment Act (WIA).
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State EO Officer’s phone number and TDD are listed on page 30 of the Unemployment
Insurance Claimant Handbook, which is located at:
http://www.in.gov/dwd/files/Claimant Handbook.pdf

The Local EO Officers also make their identities known to applicants, registrants, eligible
applicants/registrants, participants, employers, employees, applicants for employment and the
public by posting notices of “Equal Opportunity is the Law” in the WorkOne offices.

The notices can be posted in languages other than English that reflect languages spoken by
significant portions of the population within the relevant service area. DOL/CRC’s website has a
variety of posters available in different languages at:
https://www.dol.gov/oasam/programs/crc/EOPosters.htm

In addition, each LWSA adopts policies that conform to State policy, which ensures that the
WorkOne offices are meeting the nondiscrimination and equal opportunity requirements of
WIOA and 29 CFR Part 38. The adopted policies and procedures provide the region’s Local EO
Officer’s contact information.

EO Officer Training and Support

Past Training
Indiana Local and State EO Officers had the opportunity to attend The Third Multi-State EO

Officer Training Seminar hosted by the State of Michigan. The States of Ohio, lllinois,
Minnesota and Wisconsin were invited. The one-day sessions occurred on September 12, 2014
and September 16, 2015. Representatives from the US Equal Employment Opportunity
Commission (USEEOC) and the US Department of Labor, Civil Rights Center (USDOL/CRC)
conducted training at both sessions. Training sessions included but were not limited to
recognizing and preventing sexual harassment, assistive technologies, and web accessibility
guidelines.

On July 13-14, 2016, Indiana’s State EO Officer attended the National Association of State
Workforce Agencies (NASWA’s) Equal Opportunity Committee Meeting in Arlington, Virginia.
The meeting provided sessions on disability initiatives through WIOA, compliance monitoring,
data analysis, and updates from CRC. A copy of the agenda is included in the documentation
section.

Planned Training

Beginning in fall 2016 Indiana will begin mandatory EO training for all Local EO Officers using
the modules available through the CRC’s website located

at: https://www.dol.gov/oasam/programs/crc/moawia.htm
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The training, based on the nine elements of the MOA, will be mandatory and presented
through a series of monthly conference calls that will be conducted monthly. Planned training
sessions include:

e Module 1 - EO Roles and Responsibilities

e Module 2 — Providing Reasonable Accommodations
e Module 3 EO Complaint Processing Procedures

e Module 4 — EO Monitoring

e Module 5 - Data Collection and Review

Training in subsequent years will be mandatory for newly appointed EO officers only. Each
year, however, all Local EO Officers will be required to attend an annual refresher training
session at DWD’s central office located in Indianapolis.

Conference Calls

The Local EO Officers participate in quarterly conference calls to discuss current activity within
the twelve regions. Items discussed include, but are not limited to, structural and program
accessibility of buildings, programs, and services to ensure equal access and integration,
outreach efforts, training needs of staff, monitoring, the development and implementation of
necessary policies and procedures, etc.

These conference calls are being used as a vehicle to distribute information, gain insight into
training needs for Local EO Officers, and respond to questions from the field. The first call, an
introductory one, was held in May 2016 and the second was held in July 2016. Minutes from
both meetings are included as documentation.

Budget

The programmatic funding requests for the EO requirements are submitted to the DWD
Leadership Team for review and decision. The requests include such items as document
translation, brochure/poster printing, compliance monitoring visits, and professional
development. The State EO Officer position is funded by WIOA Administration funds.
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Sate EO Officer Designation Letter
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June 24, 2016

Maomi M. Barry-Perez

Director, Civil Rights Center

1. 8. Department of Labor

200 Constitution Avenus, N'W, Room N-4123
Washingron, DC 20210

Diear Ms, Barry-Perez:

Effective Febroary 14, 2016, Kalena F. lames was designated as the Worldforee Irnovation and
Opportunity Act (WIOA) Equal Opportunity Officer for the State of Indiana, Ms. James is
responsible for implementing the non-discrimination and equal opporiunity requinements of
WIOA. Ms. James has consulted the WIOA Equal Opportanity toolkit provided by the
Department of LabonCivil Rights Center to familiarize hersel§ with the responsibilities of the
Equal Opportunity Officer for the State of Indiana,

1 am confident this desipnation ensures the consistent application of the requirements of the non-
diserimination and equal opportunity provisions of WIOA and complics as required under 29
CFR Part 38,

Ms. James con be contacted by phone at (317) 232-7335 or via email a1 KEJames@idwd in.gov.
She reports directly to Cormie Berry, Counsel/Director of our Regulatory Ohversight and
Complisnee Division. Ms, Berry can be reached at (317} 233-6078 or via email at
CEBerrvi@dwd.in.goy.

Please contact either Ms. James or Ms. Berry with any questions regarding this designation or
Indiana’s Equal Opporfunity compliance efforts under WIOA.

Respectfully,

§2
B TNIN
£55

Steven J. Braun 2

Commissioner
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El-B

Sate EO Officer Announcement Email

James, Kalena F

From: Berry, Connie E
Sent: Friday, March 04, 2016 4:16 PM
Ta: Andrea Belinger, Cindy Gosser; kurt Kegerreis; Linda Jones; Mary Helen Weisheit; Nora

Wiergacz, R12 - Robert Harris; B2 - Sherry Szmanda-klein; RS - Cathy Cross; RS - John
Coarcoran; Ran MeKulick; Tina Overley-Hilt

Co Waolnshansky, Linda; gvelimer@gotoworkone.com; krandolph@workonens.ormg;
rfeldhaus@tap. lafayette.in.us; Iratiff@workonecentral.org; mrow@asgcorp.org;
lisatee@wordforcenetorg; siaurent@hotmail.com; kkegerris@nationalable.org;
rm@wda-inc.ong; jimheck@workonesw.org, swakolbinger@employindy.org Gill, Jeffrey
M; Ashley, Regina C [DWI; Brauneller, Hally A; Mackintosh, Marie L; Frank, Joseph;
Braun, Steven J; Woltjer, Cynthia; George, Cindy; James, Kalena F; Maonte, William (Bill);
Brown, Thomas W, Hall, Bruce; Biddle, Jennifer; Upchurch, Carmer; Feltner, BMarsha;
Edge, Dinell; Gibson, Debbie

Subject Staffing Change for State Equal Oppartunity Officer

Importance: High

Local EO Officers and Regional Leads:

A5 most of you know, the State's Equal Opportunity Officer responsibilities have been transferred to DWED's Regulatory
Oversight and Compliance Division,

Pleass join me in officially welcoming Kalena James as our new State Equal Opportunity Officer. From this point forward,
please send all quarterly logs and any EQ,/Nondiscrimination, aDa matters directly to Kalena.

Her contact information is below:

Kalena Firzgerald |ames

Eepual Oppozounicy, Oversighe Divisien
[Pepartment Of Worlforee Development
10T, Sersate

Indianapalis, [N 46204
EFJames@dwd.ingov

Te 372327335

Cell: 317 450,427

Please forward this motice to anyone | may have missed and let me know if you have any questions or ooncerns,
Best,

Connie Berry, Counsel/Director
Regulatory Oversight & Compliance
Indiana Dept. of Workforce Development
10N Senate Ave; IGCS SE 304
Indianapolis, IN 46204

0 317.233.6078

M B59.620.4373

teberryi@dwd.in.pov




El-C Directory — Local EO Officers
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National Able Network

567 W. Lake, Suite 1150

Chicago, IL 60661

Phone: 312-994-4207

Email: mwilson @nationalable.org

Region 10 - Clark, Crawford, Floyd, Harrison, Scott, Washington,
Ron McKulick

Executive Director

Region 10 Workforce Board, Inc.

PO Box 6712

New Albany, IN 47150

Phone: 812-841-6427

Email: rmckulick@workoneregion10.com

Region 11— Dubois, Gibson, Knox, Perry, Pike, Posey, Spencer, Vanderburgh, Warrick
Linda Jones

Financial Manager

Grow Southwest Indiana Workforce Board, Inc.

318 Main Street, Suite 504

Evansville, IN 47708

Phone: 812-492-4511

Email: inda.jones @workonesw.org

Region 12 — Marion

Robert Harris

General Manager — WorkOne West
WorkOne West

3400 Lafayette Road, Suite 100
Indianapolis, IN 46222

Phone; 317-246-5412

Email: RHarris@Emplovindv.org

TTY/TDD: The Local EO Officers utilize Relay Indiana: 800-745-3333




E1-D Sate EO Officer Job Description

POSITION DESCRIPTION

Ermpdayee: Kale=na lannes
[Frogranm Director 1)

Position: Equal Opportumity Officer

LAFT gh T Cornie Berey, Counsel/Diractsr
Regulatony Oversiphts & Comphianog Division

Esventisl Functions snd Nesponsibilfies

The Tunction of thic position & [o encung Bhat the Departmeny of Warkionoe Devalopmest (DWDL 25 weall 55 3ll
bosrds and one-siop Speratsrsfproviders within the Locel Workforcs S&rece Areas (LW SAs) of indiane™s
Warkforce investreent Sysiem, comply with fademal, state, and foragency issuad rulds and regulaticns regardng
&g al coportunity {E0 ang nondiscrimingtion s programs and goiivities funded in whole or in part urder the
arklarr e Fncwalion and Zppartunily Aot [WHDA|

dob functions inclode, but are not bmited to

*  Condocting B0 Noediscrimination monitoring reviess of One-3top Centers, affikates and ather sendice
preeida e Lhat are pard of bhe glalswide Dne-Slap syilem 1o ansure campliance with b presdisans al
WA,

s Devsloping and conducting ED tratning for state steff and service providers throughout the State;

& Asting as techrical ard arforcament cossultast to LWSA E0 Cdficars:

®  Serping & lianon betwesn OWD, the US Depactrrent of Laber (DOL), and Civil Rights Center (CRC]:

®  Processing and investigating discriminadion complaints;

& Aewewing State-level and Ui 5S4 wiitien policies to ensere they are nondiscsiminatory,

s [Developing E0/Mondisoimination polices and precedures;

s Coordineting responsibillblies under 28 CF8 Part 37

& Reporting ED maiters directiy b R or har Supandaor

®*  Aeviewing revsing, and ensurng implementation of the Methods of Admmistrateon {MOu);

& Undergoeng training a3 needed to mainisin compebency;

o Other ol dutied withies the Owersight Unil &8 nesded.

Job Becuiremnends include, but are not Emiged to:

®  Broad kencrag b d g wl 'WIDKA s entire EQ/Nandbcriminslias reguiremenls

s Extensive bnowledge of 8l wource metsiss and ralemences, including Fedaral and State laws goveming
WO, gnd S0 Mendiicrimenialion programi thal arg fedanaly furdlad snd sdirenislared by WD and s
sib-racipeanbs:

s Working inowiedge of the onganization of WD and of Stete and Fedenal agencies desfing with the CRC
wrd DOL puldeines,

» Abilty to comprehend, analyre, inteeret, and cormelate very Sechrical material 2nd doveloo and
impéEmeEnt new principles and polickes;

o Alilty te communionte arlly and in weiting cencaming complinnse, Tralmng and svauatios mathod;

v Agilty o maiisn effectiie warking relaticedhips with Federal, Sta%e ard Locsl sgencies ardd persannel,




El-E EO Specialist Job Description

.. PERFORMANCE EXPECTATIONS/GOALS

Expectation/Results (Rank in Order of imporance) I Rating

Perfarnance Expeciatian #1;

Plan, implemant, report, and monitor Equal Opportunity activilies in keeping with IDWD and WIOA,
| guidelines and inflatives

Standard: Assiats the Equal Opportunity (E0) Directar In developing and malntaining a
comprehenglve everall strategy and sction phan for monitoring E6 activities in tha local WarkOne L] heets
officas. Assists in developing plans and status reports/metrics consistant with WIDA fimesnes and L] Exceeds
IEAWD) expectations in fracking the etatua of EO compliance, complaints, local offica EO Officar tech [ Doss Not Meet
suppart and Eraining.

Hesulls:

| Performance Expeciaiion #2:

Asgil In developing and delivering frasning (including instructar-led and web-based formats) and
infarmation sharingfocls as gart of the Cversight end Compliance Equal Opportunity Unit. As an
Administrative Assistant, work with Director te determine training content, plan and fraining echedule.
Standard: Planning, training and info sharing deliverables arm delivered by specified deadiines. Minets
Bacome proficlent in using training tools, technelogy, and leaming managersent SYElEMSE —
spediically in the use of Adobe E-learning Suite and related web-based tools to develop iraining
matarials and local EQ Cificer help tools and in use of the PeopleSoft Enterprise Leaming

| Management System to track raining,
Feauds:

Does Mot Mest

Perfornance Expectation #3

\When directad by Director communicate as sppropriate with Business Leaders, Directors, Sponsors,
Field Staff, and others 1o inquira, or repaert program status and activities,

1 sants
Standard: Develops and defvers communications that ane clear to both inemal and exiems, ] Excesda
cuslamers, Engages customers and key stakeholders in ongoing dialogue on EO activities and O
| enhancements. Completes communications within established deadines.
Resulis:

Parformanca Expeactation #4.

| Become an Equal Opporbundty Subject Mather Expert. Maintain ongaing updates of ihe IDWD
policies when. appropriate, when directed provide experiss snd continual suppon fo customers, local
office EC Officers and key slakeholders continusally,
O Meets
Standard: Brings signfficant programmatic and EQ knowledge 1o communicate, Input and wse for [ Excesds
training sessions with Director and EO Officars, key staksholders, or ciher business unit staff [0 Does Mot Meet
Completes assignments in timaly fashion and assists Directar In meefing deadlines. Responds
| appropriataly fo or escalates EO issues wilthin one business day of submisslon when on duty,
Results:

Parformanca Expectation #5
As part of the Equal Dpportunity Oversight and Compliant unit, asist in developing onfine irformation
beois and ather materiala for DWD customers and conduwct employer outreach activities and
opportunities,
[ teets
Standard: Participates in planning activiies to encourage information sharing epparunities among [] Exceeds
customer growps. Assists in developing en-line information and delivering materials and [0 Does Mot Mest
presentations through Information sessions, workshops and ather sutreach activities 1o IDWD staff
_;% pariners, and employer custimer grodps. Completes autraach requests within activity tmelines,
s

Fage 5ol 8




Parformanca Expectation #5;

apportunities lo enhance WIGA EQ

and partners, and customer grougs.

A5 part of the: Oversight and Complisnes Egial Opportunity Unit, assist Director (o develop on-ina
infarmation tools and elher materlals for IDWD customers and conduct outreach activities and

nitiadives,
] Mests

Standard: Participates in planning activities ta encourage infermation sharing opporunities among [ Excesds
customer greess. Agsists In developing en-fine information and dalivering materals and [ Does mMat Maet
presentations through information sessions, workshaps and ofhar cutreach activitias to 1EWD staff

Compleies outreach requests within limefines.

Resuita:

NOTE: Failure to meat expaciations for any goal or objective may result in ETIp Gy
belng placed on & Work Improverment Plan o separstion, and may resull in employes
recaiving an Cverall Performancs Rating of "Does Mol Mt Expectations” or "Meads

Improvemean:.”
g OVERALL PERFORMANCE RATING o]
(M| Outstanding Consistently exceeds expectations on all evaluation factors
Overall high performance; frequently exceeds expectations on many
| Exceeds Expectations Witk
| Meets Expectations Consistently meets the requirements of the job in all aspects
Sometimes acceptable, but not consistent; needs improvement ta = |
L] Needs Improvemeant meet expectations
O Does Not Meet Expectations | Does not meet the minimum standards of performance

ks & Work Improvement Plan (W)
If 50, please attach the WIP and

P) generated as a result of this appraisai? [ Yes []No
ansure that the WIP pertains to the specific competency(s) andior expectation{s)

for which a Does Not Meot rating was given,

Is an Employes Development Plan generated as a result of this appraisal? []Yes [ |No

C — EMPLOYEE DEVELOPMENT PLAN

Education, Experience, Licensica, Certification suggeated for career enhancement:

Farzanal Leaming Goals:

Developmental Objectives Developmental Tralning/Assignments
i Datalls)

(MmowledgeShilsiabiites Nesdad f Reach Gaogls] (On=thg-Jdob T

Fagedof8




Furpose of Posdlon (How doea this position fit o e Orgamzaton/Division/Faciny? VWhat does this posifion coniribute fo the
OrganizationDnisiondFaciily olyecthves?}

The primary purpase of the position is to perform administrative duties for Equal Opportunity within the
Owversight and Compliance Division as part of the Indiana Department of Workforce Development’s (IDWD’s)
Workforee Innovation and Opportunity Act (WIQA), This position is a key to the suecess of WIOA's
initiative for IDWD who is a recipient of Federal financial assistance. Department of Labor (DOL) Equal
Opportunity mandates that no individual in the United States, can be discriminated against on the basis of race,
color, religion, sex, national origin, age, disability, political affiliation or belief. Or against any beneficiary of
programs financially assisted under Title [ of the Workforce Innovation and Oppormunity Act (WIOA), on the
basis of the beneficiary’s citizenshipy/status as a lawfully admitted immigrant authorized to work in the United
States, or his'her participation in any WIOA Title I - financially assisted program or activity.




E1l-F DWD Organization Chart

pual Cipporunity Cng Chisr C EammiRSionoT Sapimmber B
Bipwes o Bradi

O Skmle Loyl |

Lt ol 5388 ¢ 2 I =
£ e Gl m}:
o Srulegy 1 H, i
Rt L] darresi i

Chif e
e o g G d
o g
v e i
Lt i et i
AfyrT i
L T ol i & i
e il i
S ;
Feramral Mears I
lEige e [
¥ ) i
|seiranat L ] !
! Sl L

| i) EDMee [

- il Ellarbd L

1ﬂ“ Bl h E
EFERRALIFMENT
Doy et Carvor B
core Wi Dree Torwanil F——| T Tows e
Batwsn KT 8] e B
Reyised Aul Seadmesy ||
09-DE-16 Tl Vi i

Fage 1




E1l — G Sample Local EO Officer Job Description & Organization Chart

INTERLOCAL ASSOCIATION

Job Description

Job Title: Human Resources Manager, Payroll Specialist
Date: April 2015
Office Station: Interlocal Association Administrative Office
Supervisor; Associate Director
Status: Excmpt, Professional and Technical 6

Job Summary

Incumbent is a member of the management team and is responsible for the
posting of open positions, screening and interviewing potential candidates for
hire. Responsibilities will include communicating and negotiating employee
benefits with vendors, and administering the benefit plan, Will oversee the
evaluation process [or emplovees and direct any corrective action or
disciplinary steps required. Serves as the EEO officer for 1A and ensures that
all hiring and employee policies are followed in keeping with EEQ standards.
Will assist in the payroll process, including: setting up new hires in ADP
software, maintaining updated payroll information in software and in emplaoyee
files, and entry of bi-weckly payroll data as required. Will verify accuracy of
ADP payroll data received. May maintain time-off accrual and usage records,

Essential Job Dutics

Posts open employee positions, screens resumes and arranges for interviews,
asscmbling interview team as needed.

Works with vendors such as insurance companies to negotiate benefit plans,

Prepares all new hire paperwork and ensures employees meet all legal
requirements and suitability for hire.

Conducts new hire orientations.

Updates, maintains and administers all personnel policies and ensures each
employee receives a copy of the manual, as well as any subsequent updates.

Tracks and maintains cmployee evaluations and participates in any corrective
actions or disciplinary steps needed.




Maintains all cmployee personnel records.
Participate in meetings at the local and state level as required.

Waork with the management team in assessing training needs and assembling
approprigte trainers.

Conduct meetings and workshops for staff.
Prepares needed materials for IA's bi-annual Board of Directors Meetings.

Commumicates on regular basis with management team regarding any
employee issues which effect WorkOne operations.

Adds new hires to ADP payroll software.

Makes required changes to emplovee data in soltware and maintains
documentation supporting such changes.

Enters bi-weekly payroll information as required.
Verifies accuracy of payroll processed by ADP and troubleshoots problems.
May maintain time-off records.

Worldng Conditions

Works most of the time in well ventilated modern office. Performance of duties
requires frequent travel within Region 5, and less frequently outside of the
Region. Works standard 8:00 - 4:30, with flexibility in schedule to meet
demand. Infrequent overnight travel required.

Education

Post-secondary training in Human Resources/Payroll Processes required.
Certification(s) and/or degree preferred. Comparable related work experience
may substitate for training.

Experience
At least one vear of related experience in a responsible position required.
Communication

Oral and written communication should demonstrate the ability to
communicate effectively to individuals and groups.
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E1-H Find an Agency Website — External Way to Find EO Officers

FHES | W
Saarch by Mama

First Name: [Ksiens | Last Hame: |James

in| Ay Agency _ v

Saanh |
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Last Four Digits of Phong Yumbar: | Bearch

Gearah FesEm

James, Kalena
THe:  Program i 2
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Ednal:  kpmesSdwadingov

Pmane 3T7-233-72648

Fax:

Address 10 N Sanate Ave SE 304§
Indizra pails, (M 45204

Dosyn e ihis Cantas (v Card)

Yo raay Gownined & compleba copy of 1he 51ale of iIndcna Telephone Cwaciony in POF or CEY formeat.
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E1-J

Claimant Handbook — Identifies State Level EO Officer
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2014-2015 EO Training Announcements

y§WhARE

WOREFQRCE DEVELOPMEMT AGEMCY

Memorandum

DATE: Judy 15, 21014

Tih Michigan Works! Amnginficn, Michigan Works! Agency Dincctoms, Laval
Warklonze Bevelopment Poarde, Designatbed Local Bqual Opperfumity Officers
el Faqual Oppocwnity (hifiears froen the Simes of HHnoads, Indiann, Ohia,
YWiseonan, Mirsmcaomm, and Other Dolercahied Parilcs

FROMN: Cluristine Cruiin, Director
Werkfivree Dievelopemint & peney

SUBECT:  Bufib-Siate One-Dey Tradnlog for Egual Oppovunity (B3 OlMficen

The Michigan Workforee Developement Agency, I conjuncgion with the Mlckipan Works!
Aseochafion is bosting  third mmibsite BO officers tméniag seminor on Sepdember 12, 32014,
W ame delighted that aur collagnes Trons Ohio, Inclinnn, Hineds, Minoesot, and Wise onsin will

I:ln_'r:ri.u.i.u.g,l.n nmugain!i:u’!hi.u d.u.u-dl:.' Lr-:.i.'n.i.ng E‘]FDI:l.I.II.h}'.

Rapreasaisisea froin the LS, Bpual Bmploynsent Cpporiveaity Commnieslon (EEOC) ol
Tiniagzsdes of Michigin will cordiel this naindng. The tealismng will focus bi p.p;ﬁ;ul;h Imuis
reganding hernsaneni; recognizing smd preverting somnl haressment; prhihited cngploymen
policies sl practices; mud serving Tranxgender castomers,

Frkaal mpulations reguii: that states prowvids peeiodic tuinkiy of weakfimcs B0 officers who
hawe the wespomsibl ey o ensyme e Peckerally fanded progrems s serviees ame deliversd ln s
now-diserinvinatary meammer, Therefiore, we eapect that stete ond all loeal B0 offeers asd
contraenrs whoe pre ivvekved i enforcing Tide %1 and other nopdiscrimiresion smiwies [mpossd
am ageecies thol receive fedmal fzwmwiald nssisanes liom the stales will register snd aisend this
i g

W alio welecane State Equal Employment Opportmsily (EEC) Ofcers amd peafessionsls whe
gie imvobved inenforging Tide VI end other interesizd partizs from the priveds secior,
imivenaties, sl comnty and cily govermeneiits to regisler snd alldnd this ssninesr a0 well

‘Wicinr Cifion Canbar | 5110 hiorl b Wmihingion Sqape, 57 Flaxr | Leming, bshigar $3813
HITIR0EE | TIY AeaodaATs
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suly 15, 2004

Thiis training will be hedd ol the Okemos Coalerees Ceater, 2187 Undveraity Pack Divive,
THeemos, Micldpas 458G beglnning o & oo, w0 5 pan, The reglstvaglon foe la 5440 por
participand, The Micklgan Works) Association s comrdiniting addiGons| marketing smd
mmmnm nelivities. "r'l:n.l mlr Tepser nrlml T fhiis Irm.mnz i B

1F you have mny quesions conceming registretion, yeo shoeld contact bfs, Anise Mazue,
Executive Coordingtor, Michigan Works] Sxsocintine ag (317) 370-1100, axi 212 Ms Mancs's
e-1nuil addreaz is nsmeraiEimichigmworkeons

I wous have amy oler questions abeut this ttalndig oppertundty, pleass comtact ks, Peula
Piisclell-horroe, Direotsr, DEfee of Frogram Reviow and St Equal Opporbmity Officer at
(317 39757, Ms, Milchall-Manrog®s el sddress is mblehedl-menreeniiniehl soagay.

Laet yemw, gppooimately W indlviduals altended flde imlaleg. W lopas 1o meed ol eweced ibs
imsnshet this year. 'Wa look forward b seeing you af tbe EO officers iraning on Septenher 13,
20141

O P din

co: Michnel Pohnl
Foule Mitchell-bMonroe
Laasmn Drumps foed
Amiea Maea
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T e WORKFORCE DEVELOPMENT AGENCY [Fe )

Memorandum

e bl BT 114 i)
DATE: Aumuet 13, 205

TO: Michigan Woarks] Assecabion, Michigen Waorks! Agendes Directors, Local
Waordforoe Development Boards, Designated Lecal Equal Opportunity
Cificars and Equad Oppartunity Ofticers from the Staws of llinss, Indiana,
Chin, Wisconsin, Minnssela and Dther inleresied Partizs

FROM; Chrigding Quinn, Direclor (SENED)
Wkl ree Developmaent Agency

BUBJECT: Mulli-Stata One Day Training for Equal Opporunity (EQ) Officers

The kichigan Workfores Daevelopment Agancy. State of Michigan, in canjunction with
the Michigan Wiorks! Sesociaton, 5 hosting the fourh Multi-State EC Officars training
saminar on Saptamipar 18, 2015, We anbicipate that cur colieagues from Ohio, Indiana,
inais, irnasola and Wisconsm wil ba joinng us aos again for s ane-day mning
cpportunity.

Represeniatives from the U5 Egual Employrnent Opporenidy Commission and the
.5 Desatment of Labor, Chv Rights Cerler will aongdiest this training. The raining
will fecus on social mesdia and armployment discriminaion, disenimination cormp i
inwestigative tearnlques; asking, @iing, using and stonng disabilty relsieg intormation;
recognizing ldden disabililiesfidentfying strategies lo assit ndividesls, assistive
technologles, and web accaesibiiiy gudslines.

Fadaral reqguiations require that states provida pariodic framing of woerkforee EO
Officars who have the responshility {o enswre that fedenally funded programs and
sgqvicas are dalerad in B non-decrminatory manner. Therelom, we aspoct thal

sigte and all local EO Officers and contractors who are nvolved in erforcing Tite W1
and othar non-discrirmination stadues imposad on agancas fhat recahe fsdaral tinancial
assistance from the siates will register and attend this frafning
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Augest 132, 2015

Ve also weigorme Stafe Equal Employmant Opportunity Officers and professionals whe
ara imeoived in erdorcing TRle Wil and ofher interested parties from the privade seckor,
unlversities, county, and city govemments, fo register and attend this seminar as wall

This: training will be held at the Okemoe Conferance Center, 2187 Univereity Park
Drive, Okermnos, M| 48664 beginning at 8:00 am. to 5:00 p.m, The registation fea s
#4H0.00 per pasticlpant, The Michigan Wo: | Associntion is coordmating additional
I‘I'IEI'HEHr'I-E ant TBgiEl‘lrE‘ﬁ-Dﬂ actiifiea, Yau rnay rl:ghlu' onlineg for this "‘Ei.lu‘u al:

it P, Gt ComIdASAqeVaIdvY

if you hawve any questions concerning registraion, you should contact Ms. Alysan Maas,
Director of Events, Michigan Worksl Asgooioben al (517) 371-1100, Ext 205, Ms. Mazs'
e-radl address s mansaf@michigamwarks cg

If you heve any othar guestions about this irainig coporunity, you should conlad
Mz, Paula Midchel-Monroe, Direcior, Office of Program Raview and State Eqgual

Opportuenity Officer at (517) 373-9757, Ma. Mitchall-Monioe's a-nail addrezs i
mitched-monreepidmichigan goy.

m

Last year, approximately 60 individuals attended this fraining, YWe hope 1o mest and
etihed that nurnber this year. Wie ook forward to saeing you at the EQ Officers training
on September 16, 20151

cc: Mike Wurrnlinger, Dirsctor, Office of Audit and Finance, WDA
Paula Mitchell-Monroe, Diector, Office of Program Revlew and
State Equal Opporiunity Officer, WK
Luann Dunsford, Chief Executive Officer, Michigan Weorks! Association
Atyson Maas, Direciol of Evants, Michigan Warks! Aesscttion




El1-L 2016 NASWA EO Officer Committee Meeting Agenda

STATEWORI &
FORCE AGENDA

NASWA Equol Opportunify Commithee Meeling July 13-14, 2016
Key Bridge Marrioft
Arlingtan, VA
Homework: Please be prepored to share challenges and opportunities in your state,

Wednesday, July 13, 2016

7:30-8:30 Breakfast

8:30 - 8:45 Welcome and Intreduclions
Jon Fierpont (UT) | Chair, BEqual Oppartunity
Committes

Virginia Welcome

8:45-9:15 Disability Employment Initialive
David Jones | DOL, Office of Workforce
Investrment

9:30 - 10:15 WIOA from a Disability Peispective: Missouri and
NDI Partnered fo Develop a 188 Guide Training
Tool

Daniglle Smith (MO)
Jamie Robinson | National Disability Institute

10:15-10:30 Break

10:30 - noon State Presentation: California Complionce Maonitoring of Local Areas
Emesto Mogana [CA] | Chair, Communications Subcommiffee

12:00 - 1:30 Working Lunch




1:30-2:15

2:15-2:30

230 = 530

230 - 345

3-45 — 5:00

&:00

T:30— 8:30

B8:30 — 9:30

30 = 10:15

10615 = 110:30

1030 = nodn

Moan

CRC Update and Roundtable Discussion
Moomi Bamy-Perez | CRC Director
CRC siaff

HNASWA Update
scott tonders | HASWA Execufive Direcior

CRC Tralnlng

Rasrer Ocampa | CRE Office of Compliance ana Folicy
|data anclyss and other iopics)

Breals

CRC Troining cont,

Recess
Thursday, July 14, 2016

Braakfail

subcommites Break-ouls = Working Sessions
Herfis Suncommitios

CermmurEcoiions sSuboommiiies

Basi Practices Subsomimittes

Commitie s Buskness
Approve Minubss
Repors frorm Suboommd st

Discussion of proposed regulalions,  comiments ond
technical assstonce recommendaions,

Breok

Commiltes State Roundiable
Eoch state briefly presenb cunent challenges ond copodunines,

Adfourn
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EO Conference Call Meeting Minutes

Coanforence Uall with Looal Baoamsl O poctuminy DiTivees

TMuivrmdday, hiny 5, 20714
R0 AR o |10 AR

ik A clili

T Wkergees Faogien 1D Sy Blein, Region 2, Aodies Bolinger, Fogion 3; Cina Cooecley- 100, Regihon
i Uy Ceogaa, Hoagiomn 3 Lyisdeey Heflevim, Reghoin 6 Marsy Helen Wemsheon, Hogian 7; Jahn Cosgaran;
Regioen B, Rich Seveoll, Regeen 9. Koo Mok ulick, Begion 10; Lindn loscs, Begion 115 Robort Flarris,
Rompgionn | F0 wrnd Boalmien Jomes | Tenin ifec Belddile, wind Cmnmbe Beiry . DT,

LTI e Tl i

Tbrcsdisn i

Hoonkpiva Foowes i 1o e Sa00s Egual Opysictundly (BECO) Direstor, She sodil ihe groop aboo ber paass woorik
hifsrsy hisvs g TYOATD D ghe LT nsonm i Tisinoises diviaion Sho thon hud osch doonl 0003 4 HT oo
pronceilo thalr works beacosy and Indioons Deoees Boage Ty have Been T locnl B0 CHioer, Tl romge o dine
in the vwoekclinros diysligumsam ey msges Tross £ moiyibes o e 19730 (dass o CETAS —
Comiprehensive Emploviam and Tralming At

Eonlsng nlese ppalogianid For fhe confsion over 1he Clminges o dales Foo thie feee cmlll. I dha s abha w10
s oot o Mfeering Sclho@obesd Tivitation The salls wil] oocor quarberky. A, sdienlsncs i mandsnoey
sl Ja T i oeperearal v pastialpate Tor yois B ool gt ol

Beduriberm] o Al iinisniiog

e =onre Maethod ofF Adhiminlstraceos (O s due 00 U Fode on Ocboker 1. 2006 and covers Progein
Wi Z0T3H i 201, The MMOA doceioneiil dlescribes dles netivizsies mnd procicssews Imflsna hee mkan ol
s e i 1o alos o @i Ut all DWW Misiog inlly-pssisted progrume, soitvicias sl rosipianis

O Ely e @h Al mosvlescrsinnions aod ol spgroeeiooily regquiremess marsdsded e e Wik reo
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A cpibch o e o the B Elmma s wilpln tae MO Tnolude
= Elemeant | - Designaiion of Sinie-kevel and Iocsl-leval B0 03 Tloars

= Flaiti@nit I — Rloelos sisl Coamimisnioan ko

= Elcmeril 3 = Howicw Aoasurances, Jobs Treinang Desns, Comirmcis amd Palicies gepd Procedsres

L] Flemard d — Dfniverenl & coe-gn

- Flememi 5 — Compliance sidls Section S04 o the Behahillistlon Ace of 1877, as anseibed, and 50
CFR Ml A%
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The time lme schedule and review period i:
s Mo il May 27 — State- kvl Progmm [rector revies: MOA elements far updates
Tanie — July — Balena finalizes M{LA
Amgust — Cormie Bemy”'s revinw
= Apgust— Bepeember — Lead Teun reviews
v Boptenher — Uarversor signs MO
e Beptember - MO mailed

Eoakena will seoad om moihe local BO Oificors:
s The Parmar MA
v The MOA Power poot desigasd by the former Stato O Officer
¢ The MASWA Side-by-Side WIAWEIA document

Mew Legislarion sl Regulstica

v Presices Dbamn signed the Forlfeos Jnmvatios o Cppoetasdy Aot (T Tow on Twesdoy,
Juby 21, 2004, TheUS Depatment of Laboe, siote wosrkdtorce apencics, local workiiree breas and
ather stakehalders an implementing fhi changes In orcer 6x be eompliont with WO A

¢ Cerendy, ibe EOBegulaikons from the Civil Rights Cemter, DOL ER have been only reviseld
i refleed the change frean WA to WIDA, CRC recondly publshed dmll rage itz with
extenzive chunges. Comments were due the end of Apeil 2006, Final regulations will b
ikl Ianar thie vear,

Region 1 — What is (b2 cormost Baguage o the B0 g line on docoments? Lecal Officers el o know
whai lecnl flems need the B0 tag line Adse, whar is the gorrent wording for the T tag line,

#  Halgna will sead cut the “EC is the Law™ poster to Ue Loscal BEO OfTicors

Connie Ferry explaied 1o i Local EC Offlcers that Stz sinfl s curremily working om updating B2
palscins. The poicica indicate the Types of looal flems thal neod the O g line and what thit wordmg
meods tn be, Jennifer Biddle indiated ghe wanld eand the corrent BOr policies with this infrmmation but
that tnca] B OHTicers are so iicdersiand thint they are in the process of being updated

Hogioms 1, 5 and & edicete m meed for bnlnmg — what ars the Lacal BO Officer & respaniahillilbesT
Wehinars are tha mast Fvorie type of malning,

*  Babess will eoeaie & sehedule with traming fopics and publish o Lol B Ofsers.
o Jerwifer osemnl vut the revised Complazm Log o ool il have reesved
+  EKalens bo sood out the ADADeability Checklist.

Regian 31— What s the policy for reanlving campplainis? She also reeived an sneounogmeni for BEOC
training in loclisnepolis. Have DWD seen this miwmy and tending?




[ETEeT

ED Conference Call

Date: Juby 21, 2016
Time: :30 AM
Participants: Nora Wiergacz, Region 1; Andrea Bellnger, Region 3; Tina Overley-Hilt, Region 4; Cindy Gosser,

Region 5; Lyndsey Hellemns, Region 6; Mary Helen Weisheit, Region 7; lohn Corcoran, Region B; Maureen
Wilson, Region 9; Connie Berry, DWD; Kalena James, DWD, Jennifer Biddie, DWD

Minutes

Kalzna James, State EQ Officer conducted the conference call and welcomed all participants to the call. Roll
call was taken. The following topics were addressed:

Methods of Administration (MOA)

The Equal Oppartunity {EO) Unit is reviewing the sections of the MOA edited by various DWD program and
business units. The final MOA draft will be grven to Connie Berry, Regulatory Oversight & Compliange
Girector by the end of july-first week of August. Connie will review and provide the MOA 10 the Lead Team
for thelr review. The Govemnor will sign the MOA cover letter addressed to the Civil Rights Center,
Department of Laber [CRC/DOL). Indlana will submit the MO& to CRC/DOL in September,

The MO is a document describing the procedures Indiana had in place over the past two vears to ensure
there were na discriminatory practices as we cantinued Imalementing WI0A, Decumentation of the
practices were also included in the MOA. Each State has a different due date for their MOA&; Indiana will
submit their MO in September, Local EQ Officers do not need to prepare any documents for the MOA;
however, orce the MOA ks submitted, DWD will begin emphasizing partnerships with Local EQ Officers. The
partnerships will imclude but not be limited to assessing local EC practices and procedures, identifying short

comings, and addressing those short comings through training and conducting assessments within the

regions.

Equal Opportunity (EQ) Training
The ED Training sessions will begin in Movember, atter the MOA has been submitted and will consist of nine
modules, bt will be conducted through conference calis that last between 1 ¥ to 2 hours in length, The
midules incluede:
» Module 1= November 2016
o ED Roles and Responsibilities
*  Module 2 - Decernber 2016
o Providing Reasonable Accommodations
«  NModule 3 - January 2017
& ED Complalnt Processing Procedures




+  Module 4 - February 2017
o ED Monitoring
s Module 5—March 2017
o Data Collection and Review

An amail invite will be sent soon containing the November date {actual) and the remainder training sessions
dates (tentative). The EQ Unit’s goal is to provide

s  QOuarterly conference calls,
s Modular training courses for new EQ Officer’s

= Annual training for everyone bare in Indianapofis

Al ECYs are required to attend the modular training scheduled for November-thru-March. After comipletion,
the training will be designated for newly appointed EQ Officers OMLY, which will be standard training for
therm. Eachyear, ali EQ Officers will be required to attend the annual training session here in Indianapolis.

EQ Website

The EC website will be available soon and is located on DWD's website. The tentative launch date is
September 2006, The website will provide but is not Imited to legislation, regulations, forms, resources,
training, policies and contacts. We envision it to be updated as needed, on a regular basks. Local EQ Officers
will be asked to provide their feeback for enhancments after launch,

EO Policies
The EOQ palicies have been revised and are going through the internal review process, Once the policies have
been released for Fiekd review it is imperative that all EO Officer read and provide feedback,

MASWA Training

Kalena attended EO training Tor State EO Directors sponsored by NASWA,. OF importance, NASWA is creating
a comrmittes to develop an ED training curriculum for use across the nation,

Remingdars

& Several of you have not yet provided the 2™ quarter {April —lune 2016) complaint logs. Please send
to the EQ Mallbox by Monday, July 25, 2006,

#  Please use the EQ Mailbox when contacting the EQ Unit (EQ@dwd.inpgov), You may ‘cc” Kalena or
Jennifer if you desire to, The EQ@dwd.in.gov mailbox is the primary way of communication for our
business unit.

= Reminder, attendance is required for all quarterly conference calls. If you cannot attend, someone
Trom your region must attend in vour place.

The next gquarterty conference call will be held in October,
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ELEMENT 2: Notice and Communication
[29 CFR Part 38.29 through 38.36]

WIOA Title | Recipients must provide initial and continuous notice that they do not discriminate
on any prohibited grounds. The requirement is that this notice must be provided to registrants,
applicants and eligible applicants/registrants, participants, applicants for employment and
employees, unions or professional organizations that hold collective bargaining agreements
with the recipients, sub-recipients that receive WIOA Title | funds from the recipients, and
members of the general public, including those with limited vision and hearing. CFR Section
38.29 further requires the recipient to take appropriate steps to ensure communications with
individuals with disabilities are as effective as communications with others.

EO Notice Requirements

Recipients were advised of the requirement for conspicuous posting of the “Equal Opportunity
is the Law” notice as well as the requirement to make the notice available in alternate formats
for persons with visual impairments through the following DWD policies:

e DWD Policy 2012-04 entitled, “Nondiscrimination and Equal Opportunity Requirements
of WIA.”

e DWD Policy 2012-05 entitled, “WIA Equal Opportunity Notice and Posting
Requirements within the Workforce Investment System.”

e DWD Policy 2007-30 entitled, “Ensuring Nondiscrimination and Equal Opportunity to
Persons with Disabilities Participating in Programs and Activities in the WorkOne
Delivery System.”

In addition, the supplemental “Discrimination is Against the Law” poster provided by DOL/CRC
is available for use by the WorkOne offices to ensure that individuals are fully informed of their
right to file discrimination under WIOA.

Notices and posters must be displayed in a manner that is compliant with the Americans with
Disabilities Act (ADA). Auxiliary aids and services are required to be provided when necessary.
Compliance is monitored during desk and onsite monitoring reviews.

Displaying the WIOA EO Tagline and TDD/TTY
All Recipients include the following EO Tagline in recruitment brochures, pamphlets, and other
publications which promote WIOA programs and activities:

“This WIOA Title I-funded program/activity is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities.”

When a phone number is provided, it must be accompanied by a TDD/TTY number on all
materials promoting WIOA Title | activities and programs. A 1-800 relay number is
accessible in the event a TDD number is not available.




In addition, Indiana Career Connect (ICC), Indiana’s job matching system, and the
“Unemployment Insurance Claimant Handbook” provide the required EO notice and list a
TDD/TTY number

WorkOne Brand Policy
DWD Policy 2012-03 entitled, “WorkOne Brand Policy” provides the following guidance to the
WorkOne offices regarding branding and marketing:

WIOA DISCLAIMER
All outreach materials (including letterhead) produced by DWD and its WorkOne
partners must include the following disclaimer:

“This WIOA Title 1-funded program/activity is an equal opportunity employer/ program.
Auxiliary aids and services are available upon request to individuals with disabilities.”

DWD Policy indicates that the ideal placement for this disclaimer is at the bottom of the page;
for trifolds, brochures and booklets, the disclaimer may be placed near the bottom of the back
cover. This disclaimer should be displayed in a smaller font size than the main content of the
marketing piece, but shouldn’t be smaller than 6 points in order to remain legible.

Information in Languages other than English

Using the most recent statistical data, Spanish appears to be the predominant non-English
language spoken by Limited English Proficiency (LEP) persons in Indiana. Based on this finding,
the “Equal Opportunity is the Law” notice is available in both English and Spanish, and is
disseminated to Indiana’s twelve regions.

Also, the “Discrimination is Against the Law” poster is available in Spanish on CRC’s website
and can be downloaded in letter-size for use by the WorkOne full-service offices and express
sites. Additional State and Federal posters, such as the Unemployment Insurance and Migrant
and Seasonal Agricultural Worker Protection, are provided in English and Spanish on DWD’s
website at: http://www.in.gov/dwd/2455.htm.

Spanish-speaking individuals can change the information provided on ICC from English to
Spanish. Additional LEP services are provided at the regional level. Examples include, but are
not limited to, bilingual staff, hand-held translators, English as a Second Language classes, and
specialize software such as Rosetta Stone.

Telephonic and Face-to-Face Interpreter Services

DWD provided guidance via email to Indiana’s workforce development system regarding
interpreter services in December 2014. When interpreter services are requested, they are
provided at no charge to the client.?

3 The email provided to the field is attached.



http://www.in.gov/dwd/2455.htm

Face-to-Face Interpretation*

A contract establishes hourly rates based on the language selected and provided services for
the following languages: American Sign Language, Amharic, Arabic, Bosnian, Burmese,
Cantonese, Czech, Dutch, Farsi, French, German, Greek, Gujarati, Hebrew, Hindi, Italian,
Japanese, Korean, Mandarin Chinese, Polish, Portuguese, Punjabi, Russian, Serbian, Slovak,
Spanish, Turkish, Ukrainian, Urdu, and Vietnamese.

Telephonic Interpretation®

A contract establishes 24hour/7day a week interpretive services. The rates are billed by the
minute based on the language selected and are provided for the following languages: Acholi,
Afrikaans, Akan, Albanian, Amharic, Arabic, Arakenese, Armenian, Assyrian, Azerbaijani, Azeri,
Bahasa, Bajuni, Bambara, Basque, Behdini, Belorussian, Bengali, Berber, Bosnian, Bravanese,
Bulgarian, Burmese, Cantonese, Catalan, Chaldean, Chaochow, Chavacano, Cherokee, Chin,
Chuukese, Cree, Croatian, Czech, Dakota, Danish, Dari, Dinka, Diula, Dutch, Estonian, Ewe,
Farsi (Persian), Fijian Hindi, Finnish, Flemish, French, French Canadian, Fukienese, Fula, Fulani,
Fuzhou, Ga, Gaddang, Gaelic, Georgian, German, Gorani, Greek, Gujarati, Haitian Creole,
Haaka, Hakka-China, Hassaniyya, Hausa, Hebrew, Hindi, Hmong, Hokkien, Hunanese,
Hungarian, Ibanag, Ibo, Icelandic, Igbo, llocano, Indonesian, Inuktitut, Italian, Jakartanese,
Japanese, Javanese, Kanjobal, Karen, Karenni, Kashmiri, Kazakh, Khmer (Cambodian),
Kinyarwanda, Kirghiz, Kirundi, Korean, Kosovan, Krio, Kurdish, Kurmanji, Laotian, Latvian,
Lingala, Lithuanian, Luganda, Luo, Luxembourgeois, Maay, Macedonian, Malagasy, Malay,
Malayalam, Maltese, Mandarin, Mandingo, Mandinka, Marathi, Marshallese, Mien, Mina,
Mirpuri, Mixteco, Moldavan, Mongolian, Montenegrin, Moroccan Arabic, Navajo,
Neapolitan, Nepali, Nigerian Pidgin English, Norwegian, Nuer, Oromo, Pahari, Pampangan,
Pangasinan, Pashto, Patois, Pidgin English, Polish, Portuguese, Portuguese Creole, Pothwari,
Pulaar, Punjabi, Quichua, Romani Vlach, Romanian, Russian, Samoan, Serbian,
Shanghainese, Sichuan, Sicilian, Sinhalese, Sindhi, Slovak, Slovenian, Somali, Soninke, Sorani,
Spanish, Sudenese Arabic, Sudenese, Susu, Swabhili, Swedish, Sylhetti, Tagalog, Taiwanese,
Tajik, Tamil, Telegu, Thai, Tibetan, Tigre, Tigrinya, Toishanese, Tongan, Tshiluba, Turkish, Twi,
Ukrainian, Urdu, Uyghur, Uzbek, Vietnamese, Visayan, Wenzhou, Wolof, Yiddish, Yoruba,
Yupik.

Nondiscrimination Efforts

e DWD Central Office Orientation: New employees are provided with copies of policies
and procedures, such as Indiana’s Workplace Harassment Prevention Policy Statement
available at: http://www.in.gov/spd/files/harasspol.pdf. Employees must also review
the State of Indiana Employee Handbook located
at: http://www.in.gov/spd/files/eehandbook.pdf.

4 The Indiana Department of Administration (IDOA) established a new contract in December 2014 for Face-to-Face
Interpreter services through the Language Training Center. The documentation section includes information
provided to the field when requesting interpreter services.

5> IDOA established a new contract on January 1, 2015 for Telephonic Interpretation Services through Propio, Inc.
The documentation section includes information provided to the field when requesting interpreter services.



http://www.in.gov/spd/files/harasspol.pdf
http://www.in.gov/spd/files/eehandbook.pdf

WIOA Orientation: To ensure individuals have been notified of their rights under WIOA
Section 188 and 29 CFR Part 38, the WorkOne full-service offices and express sites
distribute DWD Policy entitled “Nondiscrimination and Equal Opportunity Requirements
for Title | of the WIA” to registrants, applicants, eligible applicants/registrants,
applicants for employment, employees and interested members of the public.

EO Law and Grievance Procedures (Participant File): TrackOne, the State of Indiana’s
case management system, collects and reports data for the programs administered by
DWD. TrackOne receives data from Indiana Career Connect (ICC), Indiana’s job matching
site/application, and collects data for applicants and participants receiving core, career
and supportive services under WIOA Title I. Once an individual has been enrolled in a
WIOA program or activity, he or she is required to sign a statement indicating they
understand the EO law and grievance procedures and have received the EO handout
notice. Once signed, a paper or electronic copy of the statement is placed in the
participant’s file.
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E2-A Telephonic Communication Email

From: George, Cindy
Sent: Tuesday, December 09, 2014 10:36 AM
To: #All DWD Staff

Subject: Important Information on Interpretation Services **New Contracts Established**

IDOA has established a new contract for FACE-to-FACE Interpreter Services. The new

vendor is Language Training Center (LTC). The contact information is listed in the
attachment labeled FACE to FACE Interpretation Services Information 12-8-14. This
contract is effective immediately.

The current contract for Telephonic Interpreting Services is still in effect until
12/31/2014. The new vendor for Telephonie Interpreting Services is Propio. This
contract will begin on 1/01/2015. See Attachment labeled Telephonic Interpretation
Services Information 12-8-14.

Effective Immediately DWD Policy 2011-02 for Telephonic and Face-to-Face
Interpreter Services, issued July 27, 2011 has been rescinded.

Please let me know if you have any questions.
Thanks

Barb Milligan, CPPB

Procurement Manager

Department of Worldoree Development
10 N. Senate Ave., RM SE305
Indianapolis, IN 46204

Phone: (317) 232-7471

Fax: (317) 233-6710




8. Item Number: 000000000100230658 Over-the-phone interpreter scheduling assistance - $0.9900/per min.
Non-Spanish. No minimum. (This is enly for scheduling assistance...NOT Telephonic Interpretation)

9. Item Number: 000000000100230659 Video Remote Interpreting (VRI). All lamguages. $2.9500/per min.
Mo minimum.

Additional Centract Detail:

- After hours pricing is in effect during any state-observed holiday, weekends beginning 6 p.m. Friday to 8 a.m.
Monday.

- There is a two-hour minimum for all in-person American Sign Language interpretation appointments,
including after hours. There is a one-hour minimum for all other in-person interpretation appointments,
ineluding after hours. There are no minimums for video remote interpreting (VRI) services, through which ASL
and most commonly requested languages are offered.

- All ASL interpreters will hold an Indiana Interpreter Certification, and all ASL interpreters providing services
at the Indiana School for the Deaf will also held a Registry of Interpreters for the Deaf (RID) certification. The
same qualifications apply to VRI services,

- For all billable time after the applicable minimums (two houts for ASL and one hour for all other in-person
interpreters), the State will be billed at the appropriate hourly rate in 15-minutes increments, rounded to the
nearest 15 minutes, plus mileage (.44 cents per mile). In the event an interpreter is required to appear in court to
testify as a witness and the State agency serviced has provided prior approval, the Contractor may only invoice
for the amount of time the interpreter was required to appear. However, in the case of ASL interpreters, the
Contractor may invoice for the two-hour minimum, plus any additional time beyond two hours during which the
mierprefer was required to appear. With prior State approval, the Contractor may bill for all mileage (to and
from the destination) for all assignments within 50 miles (one way) of the interpreter's starting point. For
appointments more than 50 miles away, the Contractor may bill for travel time at the applicable hourly rate, in
15-minute mcrements, rounding to the nearest 15 minutes. Travel time will not count towards per-appointment
minimums,

- VRI (Video Remote Interpreting) services are available on demand, 24/7. These services are Web-based and
require only a high-speed Internet connection, webcam and computer. This is not yet available on mobile
devices but will be sometime in 2015,

- Per-minute pricing for VEI and over-the-phone appointment assistance may be rounded to the nearest half
minute.

- For in-person interpretation services, both the State and the interpreter shall sign a timesheet attesting to the
length of the provided service or any cancellation. The interpreter shall provide the State a copy of the timesheet

prior to the interpreter's departure.

- The Contractor may bill for two hours for an ASL appointment cancelled less than 48 hours prior to the
appointment time, assuming the appointment was made more than two days in advance. If the appointment was
made less than 48 hours in advance but greater than 24 hours in advance, at least 24 hours notice must be given
to avoid this charge. This does not apply to unforeseen closures to State offices (e.g. weather-related closures).

- The Contractor may bill for one hour for all non-ASL in-person appointments cancelled 24 hours prior to the
appointment time. This does not apply to unforeseen closures to State offices (e.g. weather-related closures).




Contract Information: Language Line Services for TELEPHONIC Interpreter Serviees OPA # 11717
Please note that the State’s telephonie interpretive services QPA with Language Line is active through 12/31714.

The Telephonic Interpretation contract establishes 24 hour /7 day & week interpretative services. The rates are billed by
the minute based on the language selected. The Contractor has educational materials, and provides awareness training, to
assist those interacting with Limited English Proficient persons (for example, cards to communicate that interpretative
services are being provided at no cost 1o the person). The Contractor also provides, upon request, telephone receiver
splitters, and four-way conference calling at no additional cost.

If vou should have any questions or issues with this contract, please contact JoAnn Palmerat (317} 232-6706 or

email her at jpalmer@dwd.in.gov.

1. GOOODO0001001 15538 Interpretation Telephonic Spanish 30,7400 per min
I, 00O00001001 15539 Interpretation Telephonic non-Spanish $1.0800 per min

To access services:
WHEN RECEIVING A CALL:

1. Use "Conference Hold" 1o place the limiled English speaker on hold.
2. Dal: 1-866-874-3972

3. Enter on your telephone keypad or provide the representative:

« B-digit Client ID: 52 1320

. Press | for Spanish

. Press 2 for all other languages and speak the name of the language vou nead at the prompt,
An Interpreter will be connected to the call.

4. Brief the Interpreter. Summarize what you wish to accomplish and give any special Instructions.
5. Add the limited-English speaker to the line.
6. Say "End of Call" to the Interpreter when the call is completed.

WHEN PLACING A CALL:

When placing a call to a limited English speaker, begin al Step 2. If you need assistance placing a call toa
limited English speaker, please inform the Interpreter at the beginning of the call,

MNEW CONTRACT INFORMATION:

A new vandeor, Proplo, is planned to begin providing telephonic translation services on D1/01/2015. Pricing for this
new OQPA is shown below. Additional information will be sent out as soon as it's available,

Pyt =

Spanish minute | 5 0.56

Spanish (after hours)* | minute | § 0.56
All other languages minute | § 0.73

All other languages
[after hours)* minute | S 0.73
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ELEMENT 3: Review Assurances, Job Training Plans, Contracts, and Policies and
Procedures

[29 CFR Part 38.20]

Indiana ensures compliance with 29 CFR Part 38.20 and 38.54(d)(1)(i) and (d)(2)(i), (iii), and (iv)
regarding the review of assurances, job training plans, contracts and policies and procedures by:

e requiring that all WIOA Title | grant applicants and Recipients agree to the EO assurance
language prescribed by Part 38.20;

e monitoring all Recipients for programmatic and architectural accessibility;

e reviewing job training plans, contracts, policies and procedures at the state and local
level to ensure they are nondiscriminatory and include the required assurances; and

e developing WIOA Title | EO and nondiscrimination policies in a timely manner.

Assurances via Grant Agreement

Indiana requires that all WIOA Title | grant applicants and Recipients agree to the assurance
language prescribed within Part 38.20. This language is included in each WDB WIOA Title | grant
agreement via a statement that each party must “fully comply with the nondiscrimination and
equal opportunity provisions of Section 188 of WIA and its implementing regulations at 29 CFR
Part 38.”

The grant agreements also requires the parties to assure the following:

e Facilities and programs which are architecturally and programmatically accessible.
e Reasonable accommodations for individuals with disabilities.
e Cost allocation method for making reasonable accommodations.

Assurances via Policy

DWD Policy 2012-04 “Nondiscrimination and Equal Opportunity Requirements of WIA” requires
the inclusion of the EO assurance language in all contracts grants, cooperative agreements,
applications, or other arrangements.

DWD Policy, in compliance with Part 38.20(a)(2), informs all recipients that this
nondiscrimination assurance is considered incorporated by operation of law in the grant,
cooperative agreement, contract, or other arrangement whereby Federal financial assistance
under WIA (WIOA) Title I is made available, whether or not it is physically incorporated in such
document and whether or not there is a written agreement between the DOL and the recipient,
or between the DOL and the Governor, between the Governor and the recipient, or between
recipients.




The assurance also may be incorporated by reference in such grants, cooperative agreements,
contracts, or other arrangements. The WDBs have adopted the required assurance language,
either entirely or by reference, as required by the regulations.

Assurance via State Plan

Indiana’s former Integrated Workforce Plan (WIA) and draft Unified State Plan (WIOA) contain
the following assurance language:

The state ensures that outreach is provided to populations and subpopulations that can
benefit from WorkOne Career services;

The state implements universal access to programs and activities to all individuals
through reasonable recruitment targeting, outreach efforts, assessments, service
delivery, partnership development, and numeric goals.

The state complies with the nondiscrimination provisions of Section 188, including that
the Methods of Administration were developed and implemented.

The state collects and maintains data necessary to show compliance with
nondiscrimination provisions of Section 188.

The state has designated at least one person in each state or federal employment office
to promote and develop employment opportunities, job counseling, and placement for
individuals with disabilities.

Assurance Reviews

DWD'’s Regulatory Oversight and Compliance monitoring team periodically review each LWSA’s
contracts, policies, and other agreements to ensure they are nondiscriminatory and that they
include all required EO assurances. The monitoring team and EO staff provide technical
assistance as needed and conduct periodic desk audits to monitor each LWSA’s compliance with
EO and nondiscrimination requirements. Some elements monitored include: onsite structural
accessibility, parking for individuals with disabilities, designated restrooms, appropriate signage,
program accessibility, and effective communication with persons with disabilities.®

5 A copy of the “Contract Review Guide” used by the monitors is included in the documentation section.
Policies listed are in process of revision for WIOA.
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E3-A

PY14 WA Grant Boilerplate for Nondiscrimination

WLA Crrunt Bhoilerplade = "Y' 14

Mosdiseriminaiios: Pursusnt w the Indises Cndl Rights Lo, specifically incladisg 10 22-9-1-10, arnil
in kevgring with the perpoeaes ol the Tedeml Civil Rights Act of 1964, the Age Discrivsnstion in
Eaaploamieit Aot and e Amesivani ik Disabilities Acl, the Grambes vovenams thad it shal not
discriininate s any chgderes of aplizant By anpdeymeni relating B the Omani wigh respect to dhe
hire, fesuire, terma, engditnns o privilepss of el or any mater Snacily or midinectly refted 1o
employment becrse of the emplinyee or applicant's - mee, color, amiomal ariging relighon, sex, ape,
dismbility, ancestry, satus as n velomn, or any other chamoteristic penteomed b federd, state, or looad o
1 Frotecied Chemacieristics™) Furthermors, ihe Grantes certifies compliznoe with applicabi: federl Lo,
regubariong, s e onder prohiBcg dberimineg o Besed on e Prosected Char:ordics i the

proviskon of services

The Ornztea understands thn the S4aie i o reipient of fedem| fnds. and theselore, whees mpplizabite, e
Creasige amd iy sobpristieds aree 1o comply with rguisie allinnative aiion reguirements, inclding
repoming, parswsn i 41 CFR Chapter &0, as ameiided, na Sscrion 703 ol Execaive Crder 11295

A Equal Chpportanity Assummoes The parties &2 this Cirmnt Agreement ssone that cacky will flly
coemply with the nimedberimiration and cpel opportunity provizioss of Secion | BE of WA
il s implsneiimg regulations ol 29 CFF Pad 17, Thess regubrions probibe discrimmaticn
becaiiee of made, cakor, refigion, ssx satinnl comin, age, Sahility, or palitical affSistion or
heliefin hoth participation and eanphmomend. In the case of participanis andy, i prohitis
diszriminaion based: nn citizenship. or his or ber partkzipation in any WA Tie |- Fisancially
miedod] progooam. o peliviy,

. Mhscrimination Compdaint Procedumes: Tho paries o this Girem Agreemen will asen dose
complaimts afkeging <discrimination on any of the ahove bases will be procesed in scconlmes
witly 28 CFPR "t 37,76 g1 31, and IO podicy 2002401 and 301200, a5 well w any
subtstsqaent DMLY podioy which nesclails sl replices these, devslped punssaan o this section
mid epproved by the LS. Depertment of Labor' s Civil Rights Cenler.

[l .-'L-bmslhlm:.l and Resonatle Accirmemodation! Possdsst o 29 CFR Par 37,7 threigh 17,10,
the parties 1o this Grmt Agresmen wil aisire that e Blkxaing i provided ks One-Siop
delivimy sisbomms:

{1} Pacilighes wnd programs which mee arckhectumlly and peogrammaticaly staessihlk;

(2.1 Rimsimabbe acoommodations for mdfeniduals with disabilities;

[3.]) T il beszrionn iverthedl e rﬂ.w remsomathle necomeeodptions (i, shared or Pl]ﬂ I:I_:,'
ciie elfy].

0, Ahlsgation o Prervicle Motice: The perties i thes Ciram A groersont will povide ongomg i
ennlinuing nedifcation tal it doms not discriniinsie o mey of the probibind besis m
accnndsmee with 20 UFR Pase 372 thrsugh 1734 of the implementing regulations for
Seelion ERE of WA,



E3-B

PY15 WIOA Grant Boilerplate for Nondiscrimination

WIOA Gram Hoilerplate - FY 15

1.  Hondiscrimination

Pursiant b the Indiana Chd Rights Law, specificaly mchading 10 22-9-1=10, and in keeping with the
pUrpases of ine feders Chvl Rignis Act of 1964, the Age Dicrimination in Employment AcL and e
Amarieans wih Dizabdties Act, tha Graries oovwenans that it shall not deciminata against any emploges
of applicant for employment relabing bo the Grent with respedt o he hirg, Bmre, famms, condbions or
privileges of emgloyment o0 ary malter directly or indirectly related o employment becawse of the
eimpioyee or applicant's © race, color, national ongin, religon, sex. age, disablity, ancestry, sietes as a
veteran, ar any other characiersbc prolected &y fademl aiate, or lscal law ('Profectad Charsclen=tica®).
Funnermorg, the Grantea cardifies compliance with applmble Tederad laws, regulations, ard aecutiva
prders prohditing discrimination based on Be Prolected Charscledselics in the provision of services,

The Grantee understarcs {hat ihe Siete s a recipient of federal fands, and therefors, where appliceble,
the Granbes and any subgranleas sgres to comply with resuisits affrmalive sction raguirements,
Including reparing, pursuant to 41 CFR S80-1.7 el s80 . as amended. and Section 202 of Exsculive
Cinder 11248

#.  Equal Cppodunily Asaurances: The partiées to this Grant Agreament assure that each will fudy
camply with the nendiscimination end squal oppormenity proisiona of Saction 128 of WO and
its impizmegnting regulations. These regulations prohibid dscriminafion because of rete, cokor,
redgion, sex national orgin, age. disablity, or poltical affillation o balisf in both paricipation and
employment. |0 the case of parlicipants only, it prohibits discrimination based on ciizenship, or
his or ber parlicipaion in any VWIDA Titke Hinzsncially asaisted pragiam or acsivity

B, Dscrminaticn Complaint Procedures: The parties ta this Grant Agreameant will assur thosa
comgleints alegng discriminaton on any of the above beses will be processed In Bccondance
with sppicable WO reguleiions and DWD polcy 201 2-04 and 204206, a5 well s any
submmguent WD pokey whish masiids ard mplaces fheas devaloped puraiant b Bris secfion
ard apprawed by the LS Department of Labor's Givil Rights Cenbar,

C. Accessibllity and Reasonable Accommodalion: Pursuant fo spplicable WIOA reguiations, the
parties to ths Grent Agreement will @ssune that the following & provided inthe One-Slop deliveny

Sysbarne

11 Facliles and progrems which are archileciurally and prograrmmatically accassible;

2} Reasonable accommodabions for mdiidusls with desabiites,

3} Crsi alipcation method for making ressonable accommicdations (e, shared or pesd by one
Enlity'h,

0. Chiligalion io Provide Motice: The perfies to this Granl Agresment will provice onpaing and
confinuing notificetkon thet it coes not discriminate an any of e proibied basis in accondance
with apphoable reguintions for Sechion 188 of WA



E3-C

PY14-15 Contract Language for Nondiscrimination

Combrnet Lamguspe for 1Y 14 and PY 1S
Momdiscrinaination

Furseant tothe Indinnn Civil Rights Low, specifioally inoleding [T §22-9-1-10, and in keeping with the
purposes of ibe fiaderal Civil Rights Act of 1964, the Age Dhsoriminatson in Emplovmen Act, and the
Amoricans wills Disabslitics Act. the Conlrctor covemands that 11 shall nof dbserinmaaie apinst any
emgdenvge or applicam for employisent relating 1o this Contmol wiih respect 1oobe hire, tenire, terms,
coad it o privileges of employment or nmy matter directly or imdirectly relnted © enplosment,
tecause of the cmployee’s or applicant’s moe, color, aoticnal origm, religion, sex, age, disebility,
ancushry, slatus a8 3 vilamn, of &y 0ot charbotesistio |roweied 1y Tedeeal, stane, o loca’ lpw
“Profected Charactersics™). Contracior cerifies compliance with applicahle fedenal bws megulations,
and execuiive orders prohibiting diserimination bassd on the Pritected Chamgterissics in the prevision of
servicex. Breachof this pamgraph may be reprndked as g raferial brech of this Coniret, but nothing in
ihis parigmph shall be comstrued o imgly oo estabbish an aeployment relativnship botwaocn the: Strte nnd
any aprp lrzant or enipleyee of the Contmetar or mny subzcotractee,

The S4mte is x recipient af federa] funds, end therefom, whers applicabls, Costrctor and aoy
subsrraesors sl comply whk regalsie affmmtive setion requine maeis, (nebidlng reponiog, parsuant
w4 CFR f_:hapter i, a5 mnended, and Section 202 of Exscutive Oder 112240,



E3-D PY14 Monitoring Contract Review Worksheet
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ELEMENT 4: Universal Access
[29 CFR Part 38.43]

Recipients must take appropriate steps to ensure they are providing universal access to
participants according to DWD Policy 2012-04 entitled, “Nondiscrimination and Equal
Opportunity Requirements of WIA.” These steps should include reasonable efforts to include
members of both sexes, various racial and ethnic groups, individuals with disabilities and
individuals in differing age groups.

Indiana’s WorkOne offices strive to serve a broad range of customers through outreach
efforts and other uses of partner resources. Such efforts include community outreach, job
fairs, job information centers, posters, fliers, and brochures that promote WIOA Title |
programs and activities. WorkOne full-service centers and express sites must include the
following WIOA EO tagline on any WIOA outreach materials:

“This WIOA Title I-funded program/activity is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities.”

Also, many of the DWD services are available in multiple formats including web-based
applications for labor exchange, unemployment insurance, and labor market information.
Customers can go online to access their specific region’s WorkOne website to view
information such as: programs, services, training, upcoming job fairs, special events,
employment opportunities and unemployment insurance. The websites are available at
http://www.in.gov/dwd/WorkOne/locations.html.

Demographic Assessment

Hoosiers by the Numbers is a website that provides LWSAs with a tool to identify the diversity
in their respective regions. Demographic data targets populations by age, race, and ethnicity.
Local demographic information assists the local regions in their diversity planning and
services development.

Outreach Efforts

The full range of employment and training services delivered through Indiana’s WorkOne
system is accessible to, and meets the needs of, specific populations. Such populations
include: dislocated workers, displaced homemakers, low income individuals, migrant and
seasonal farm workers, women, minority individuals, individuals training for non-traditional
employment, veterans, public assistance recipients, and individuals with multiple barriers to
employment, including older individuals, people with limited English-speaking proficiency,
and people with disabilities.

Examples of outreach efforts for specific populations:

Limited English Proficient



http://www.in.gov/dwd/WorkOne/locations.html

Individuals who do not speak English as their primary language and who have a limited ability
to read speak write, or understand English can be classified as limited English proficient (LEP).
Various services are offered within the twelve (12) regions including but not limited to,
bilingual staff, hand-held translators, English as a Second Language classes, and software such
as Rosetta Stone.

DWD Policy 2011-02 entitled, “Policy Guidance for Ensuring Access to Services for Individuals
with Limited English Proficiency” provides guidance to grant recipients in serving LEP
individuals.

In December 2014, the IDOA extended an existing contract for Interpreter Services for
Indiana’s workforce development system. Please see Element 2 for complete information.

Migrant and Seasonal Farm Workers

The State Monitor Advocate (SMA) provides technical assistance to staff of the WorkOne
system, including training on referral of migrant and seasonal farm workers (MSFW) to
agricultural and non-agricultural job orders and coordination of services for the MSFW
Outreach function.

Proteus, Inc. has served as the MSFW Outreach service provider since November 2013 and is
also the the WIA/WIOA Section 167 grantee Proteus anticipates making contact with about
950 farm workers in PY 2016-2017. Data supplied by Proteus indicates they envision
providing Worker Pesticide Safety training to approximately 850 farm workers while 100 will
receive NFJP training or direct placement. Tools to conduct outreach include: personal
contact and program presentations at WorkOne offices, community colleges, and two-year
institutions. Promotional materials will also be distributed throughout the State, including
those locations.

Proteus Outreach staff consists of six workers: Kokomo -3; South Bend — 1; Columbus — 1;
and Vincennes — 1. Of the approximate 8,000 MSFW in the State last year, Outreach workers
were able to identify 3,900 farm workers and their dependents. Outreach staff will continue
to seek out and locate small pockets of workers in isolated areas of the State in order to
increase the ability of MSFW to access core career, and training services in the One-Stop
system. The level of Wagner-Peyser funding provided to Proteus to be used for Outreach
activities during the fiscal year is expected to be $30,000.

DWD anticipates providing Outreach staff with updated brochures on migrant and seasonal
farm worker services available from DWD. These brochures will also be posted in the
licensed labor camps and the Outreach offices. Additional opportunities for Outreach staff
include: working with crew leaders and employers in creating an awareness of the services
available in filling openings, crew leader registration, and interpretation/translation services
that can be found with the local office. Referrals are made as needed for job search,
placement assistance, or other needs with which DWD can assist.



Approximately 45 licensed temporary labor camps and 20 other farm worker employers
throughout Indiana represented supplementary contact prospects. A data summary report is
provided to DWD and other funding sources at the end of every migrant season, as well as an
annual report. These reports are a compilation of all the information gathered from farm
workers through the outreach, intake and referral/assessment process.

Dislocated Worker

Dislocated Workers have access to core services through Indiana’s WorkOne offices. When a
plant is closing or there is going to be a substantial layoff, the WorkOne offices provide Rapid
Response Services, including how to apply for unemployment insurance, job search
assistance, and job referral and resume assistance, veterans’ assistance, and re-
training/education benefits. After Rapid Response Orientation, assistance that is more
specific can be provided to the dislocated workers, if needed. One-on-one assistance, group
career workshops, and other assistance such as skills assessments, job counseling, career
planning, and re-training are available through the WorkOne Centers.

Employment Barrier

Technical Assistance Bulletin (TAB) 2008-07, Change 1 explains DWD’s Federal Bonding
Program (FBP). FBP provides fidelity bonding insurance to employers for coverage of job
applicants who are qualified for employment but who fail to secure jobs because regular
commercial bonding is denied. The program may provide coverage for a person who is
considered a “high-risk” by an employer such as: an individual with a criminal history, youth
at-risk, past history of substance abuse (alcohol and/or drug abuse), recipient of public
assistance such as TANF or SNAP, having a poor credit record; has declared bankruptcy, or
been dishonorably discharged from the military. The applicant must have a firm offer of
employment and bonding must be a reasonable requirement for the position.

Youth: Jobs for America’s Graduates (JAG)

Indiana has implemented a statewide multi-year drop-out prevention program targeting at-
risk high school juniors and seniors. An advisory group consisting of a JAG Program Specialist,
high school counselors and administrators, and workforce program managers selects thirty-
five (35) to forty-five (45) students per program. A program can consist of multi-year
students, juniors and seniors, or only juniors or seniors. Students who have low academic
performance, excessive absences, disciplinary referrals, low or no work experience, and low
marketable occupational skills are selected for the program. Indiana also supports the JAG
out-of-school model for students working toward their High School Equivalency Diploma.
More than 5,000 students were served during the 2015-2016 school year.

The JAG State Career Development Conference was held March 14, 2016 at lvy Tech
Community College in Indianapolis. vy Tech hosted the event providing the students the
opportunity to visit the campus and compete in employability skills events. Twelve (12)
regional conferences were held and students earned their chance to complete at the state
conference. The state conference featured competitive events designed to demonstrate the
employability skills learned through the JAG competencies and through employer and



community connections. More than one hundred (100) schools participated in the Regional
Career Development Conference with over five hundred (500) JAG students attending. Each
workforce region recruited judges from business and community leaders for the conference.
At the state conference, one hundred and fifty (150) students competed with thirty-nine (39)
students receiving awards totaling $26,200 toward post-secondary education or training.

Veterans General Services
e Jobs for Veterans State Grant (JSVG)

DWD operates the Department of Labor’s JSVG Grant. DWD Policy 2015-087 explains
priority of service for Veterans and eligible spouses. DWD Policy 2015-098 explains
required roles and responsibilities for Disabled Veterans’ Outreach Program (DVOP)
Specialists and Local Veterans’ Employment Representatives (LVER) in DWD’s
integrated WorkOne full-service centers and express sites. Upon entry into a WorkOne
office, Veterans and eligible spouse customers should be identified and allowed to
move ahead of non-eligible persons in line. Veterans and eligible spouses cannot
“bump” someone from an already filled training slot; however, “Priority of Service”
signs are displayed in WorkOne offices where Veterans are served. Customers with
visual impairments must be asked if they are a Veteran or eligible spouse.

The DVOP Specialists facilitate intensive services to Veterans with significant barriers to
employment and/or special training needs. These services include conducting an
assessment, developing a plan of action that is documented, providing career
guidance, coordinating supportive services, making job development contacts,
providing referrals to training, and making referrals to job openings.

The LVER conducts employer outreach and facilitates employment, training, and
placement services furnished to Veterans. These services focus on outreach to
employers, career fairs, employer workshops, job development, and training assistance
services.

e Priority of Service
All staff in the WorkOne offices provide Veteran priority of service. This is most
evident when staff refer individuals to job orders posted on ICC. ICC also allows the
user to self-identify as a veteran. WorkOne staff contact Veterans for referral before
non-Veterans, within the systems’ “Veteran Hold” only, 24 hours of receiving the job
order.

e Specialized Staff
DWD has sixty-one (61) funded Veteran staff positions divided between DVOPs and
LVERs to serve Veterans and eligible spouses throughout the State. DWD provides
statewide services to several thousand Veterans through operations at full-service and
express WorkOne Centers, and the Regional Veterans Administration (VA) Office in

7 Documentation section includes copy of DWD Palicy 2015-09.
8 Documentation section includes copy of DWD Palicy 2015-08.



Indianapolis.

Veteran Special Needs

Specific groups of Veterans, such as the Indiana National Guard, the disabled, the homeless,
the unemployed, and the incarcerated/previously incarcerated are provided services
designed to meet their specific needs. Information about these programs follow:

e Yellow Ribbon Program
DWD has continued its agreement with USDOL to provide employment,
unemployment, reemployment, and training services to National Guard soldiers
returning from deployment and demobilizing throughout Indiana. Under this program,
JVSG staff provides the following services in cooperation with the Indiana Department
of Veteran Affairs and Indiana National Guard:

0 Assistance in locating WorkOne offices and Veteran staff contact
information;

0 Informational services in regards to soldiers’ Federal rights; and

0 Enrollment, resume, interview and job search assistance.

In addition, LVERs and DVOPs provide continuous support services throughout the year
to the Indiana National Guard Yellow Ribbon Program, including support services for
the Indiana Air National Guard units in Fort Wayne and Terre Haute.

e Vocational Rehabilitation and Employment (VR&E) Services (Chapter 31)
Chapter 31 is a unique program designed specifically for disabled Veterans. It has two
primary goals: 1) to assist the service-disabled Veteran to prepare for, obtain, and
maintain suitable employment; and 2) for those Veterans who are severely disabled
and for whom gainful employment is not an option, assistance may be provided to
allow the Veteran to live more independently in his or her community. During Program
Year 2015, 48 Veterans participated in this program. Under this program, WorkOne
staff initially refer qualified disabled Veteran candidates to the program. Additionally,
WorkOne staff can help Veterans with Labor Market Information throughout the entire
Chapter 31 process. Finally, DVOPs provide intensive services and case management
services to Veterans entering the “job ready” employment phase of the rehabilitation
process.

e DWND'’s JVSG and HIRE Efforts

JVSG staff partner with DWD’s Hoosier Initiative to Re-entry (HIRE) program. Specialists
provide intensive services to our Hoosier offender population. As of May 2016, several
DVOPs have completed a specialized certification to become Offender Workforce
Development Specialists from the National Institute of Corrections. The 180-hour
course helps the DVOP to better serve this population. This program continues in 2017
with the DVOP coordinating service delivery with WorkOne offices throughout the
state for Veterans upon release. Additionally DWD has several DVOPs who specialize in



working with the unique barriers faced by incarcerated and homeless Veterans.

e Veterans’ Career Fair
DWD, the VA and several Workforce Development Boards (WDB) supported
unemployed Veterans or those seeking different employment through a Veterans’
career fair. The career fair entitled, Operation Hire a Hoosier Veteran, occurred on
April 20, 2016 and was attended by several hundred Hoosier Veterans. In preparation
for the career fair, an integrated workshop was conducted by Rolls Royce. The
workshop included presentations on resume preparation, professional work attire, and
interviewing skills. The concept of Veteran-focused workshops plus the cooperation
and coordination among WDBs proved to be a success. Such workshops will become a
standard procedure prior to other Hoosier Veteran Career Fairs. Approximately 170
vendors, which included various employers and area post-secondary institutions,
participated in the event.

DWD and the Indiana Department of Veteran Affairs have partnered to provide 11
Community Outreach Events throughout the State of Indiana. These events include:
employers that are ready to hire, and Veteran/civic agencies that provide benefits.

e Section 503 and Vietnam-Era Veterans Readjustment Assistance Act (VEVRAA)
Training has been provided to DWD’s Lead Team and WSA staff members on the
regulation changes for Section 503 and VEVRAA. Training has been provided to
Business Service staff and ICC staff through various means such as leadership
conferences and conference calls hosted by the Office of Federal Contract Compliance
Programs (OFCCP). IN-DEI staff members also trained WorkOne staff and met with
employers to discuss the Final Rule and the hiring of qualified individuals with
disabilities. Additionally, the two types of Veteran staff, DVOP Specialists and LVERs,
have been informed of VEVRRA and will continue to educate and implement this Act
throughout the year.

Efforts to Special Populations
The Local WorkOne offices provide services to special populations with special needs:

e Services to Incarcerated and Previously Incarcerated Individuals
In December 2011, DWD undertook the planning process of developing a reentry
program in partnership with the Department of Corrections (DOC). In March 2012
operations began, and since that time, DWD has hired ten (10) Reentry Employment
Coordinators. These individuals have been trained and received certification from the
National Institute of Corrections as Offender Workforce Development Specialists.

Through the partnership with DOC, the Reentry Employment Coordinators work with
individuals both pre-and post- release to prepare them for the workplace and
expectation of today’s employers. The training process includes more than thirty (30)
hours of work readiness, soft-skill and career exploration activities. Upon release, the



Reentry Employment Coordinator works with area employers to find suitable and
sustainable employment. To-date, DWD has been able to place well over 6,000
formerly incarcerated individuals.

Re-Employment Services & Eligibility Assessment (RESEA) and Jobs For Hoosiers (JFH)
In April of 2016, Indiana’s Reemployment Services Programs: Reemployment Eligibility
Assessment (REA) and Worker Profiling Reemployment Services (WPRS) transitioned
into the USDOL’s new RESEA program. The new RESEA program is still an
unemployment insurance (Ul) - based USDOL program and continues to be a
renewable yearly grant-funded program. RESEA was designed to assist Ul claimants
through early intervention to aid in a quicker return to meaningful employment,
eliminate Ul fraud, and provide a savings to the unemployment insurance fund. The
individuals selected for participation in either RESEA or JFH are deemed likely to
exhaust their Ul benefits before finding meaningful employment, if not given
additional guidance and/or training.

Indiana’s RESEA program is two-fold. “Initial RESEA” claimants are selected from a pool
of eligible, non-job-attached claimants upon filing the fourth (4th) week of their Ul
claim, and are required to report in person to the WorkOne Center on approximately
the sixth (6th) week of their claim. They attend an Orientation to RESEA requirements
and WorkOne services, then meet with a RESEA Coach for a one-on-one Assessment
Interview. During this interview, staff will review recent work search efforts, claimant-
centered Labor Market Information (LMI), a Self-Assessment and other information to
determine the claimants Next Steps, which are listed on an Individual Reemployment
Plan (IRP). Claimants are held accountable through Ul Adjudication for timely
completion of all agreed to activities.

Any of the RESEA Initial participants who are still collecting at the fifteenth (15th) week
of their Ul claim are contacted for re-engagement as part of the “Subsequent RESEA”
program. These long term claimants are brought in for a one-on-one Re-Assessment
Interview to determine if additional barriers to reemployment are present, and staff
provides updated LMI. Subsequent claimants may be assigned additional
reemployment services to help them return to work before their claim exhausts.

In 2014 and 2015, JFH was partially funded through the REA grant (with additional
funding from WP and Ul) as part of the elite USDOL REA study of program
effectiveness. Now that the Data Collection phase of the REA study has ended, JFH is
no longer part of the USDOL Reemployment Services program and is funded entirely
through the State of Indiana. At this time, we are serving ALL eligible claimants in the
RESEA program to provide them with the opportunity to receive additional
reemployment services and more one-on-one time.



Disability Employment Efforts:
The special needs of the disabled are addressed in Indiana’s WorkOne offices through
programs and services. Descriptions of these programs and services are provided:

e Disability Employment Initiative Grant
In October 2012, DWD received funding to implement the Disability Employment
Initiative (IN-DEI) grant. The focus of the grant was to increase the education, training
and employment opportunities for adults with disabilities, ages 18-64 who had a
physical, development, psychiatric or other non-visible disability (specifically,
individuals who had an un-redeemed Ticket to Work, Disabled Veterans or eligible
spouses, and persons with disabilities who had additional barriers to education,
training or employment success). Outreach efforts targeted persons with disabilities
who lacked a high school diploma equivalency, were basic skills deficient, had a
criminal record, were homeless and/or received TANF benefits.

IN-DEI was comprised of five pilot sites and four control/comparison sites. Pilot sites
received funding to hire a full-time staff person, referred to as a Disability Resource
Coordinator, to implement the grant at the local-level. IN-DEI consisted of four service
delivery components: 1) Partnerships and Collaboration; 2) Integrated Resource
Teams; 3) Blending/Branding/Leveraging Funding, and 4) Asset Development (financial
literacy). The overarching goals during IN-DEI were as follows:

0 Community outreach to consumer, employers, and organizations to promote
IN-DEI.

0 Social Security’s Ticket to Work program; and the hiring of qualified persons

with disabilities;

Identifying beneficiaries who had an assignable Ticket;

0 Assessing structural programmatic accessibility of WorkOne buildings,
programs and services;

0 Providing training and resources to staff (i.e., rules and regulations, sensitivity
training, how to identify both visible and non-visible disabilities, etc.); and

0 Providing consumers with financial literacy tools, disability resources, and
employment support to assist them in finding, obtaining and retaining
employment.

(@)

The grant was originally scheduled to end September 30, 2015; however, USDOL
granted a six-month, no-cost extension, extending the ending date through March 31,
2016. A few significant activities occurred during IN-DEI to increase access and
awareness for people with disabilities. They were as follows:

O Easter Seals Crossroads
In August 2014, DWD partnered with Easter Seals Crossroad to access the
accessible workstations, to identify assistive technology that should be
purchased based on consumer need, as well as to survey staff to gauge training




needed to better support persons with disabilities. Easter Seals provided in-
house training to staff on the workstations, developed desktop manuals for the
items available at the workstations, and recorded a training video to assist with
new staff/refresher training. The link provided captions and can be accessed at
https://wwwyoutube.com/watch?v=jJ8XF9jlSrc. Information on the accessible
workstations is also available at http://www.in.gov/dwd/2968.htm. Postcards
were printed to ensure continued promotion and use of the workstations by
persons with disabilities and were distributed (and will continue to be) to
Vocational Rehabilitation, state and community partners, consumers, and
employers. See the documentation section for a copy of the postcard.

Lastly, on March 30, 2016 DWD partnered with Easter Seals Crossroads to host a
state-wide “Disability Etiquette and Sensitivity” training which provided
participants with an overview of “People First Language,” simulation trainings,
and hands-on exposure to various assistive technology and equipment for
persons with disabilities.

O Hamilton Center, Inc.
On March 24, 2016 of the IN-DEI grant, DWD partnered with Hamilton Center,
Inc. to host a day-long training titled, “The Successful Recipe for Disability
Inclusion.” The purpose of the training was to provide supervisors, hiring
managers, HR professionals, and business owners with successful strategies for
employing persons with disabilities. Some of the topics presented consisted of
Implementation of ADA Regulations, Disability Etiquette, Section 503, Hiring
Practices, Web Accessibility, Assistive Technology and the Job Accommodations
Network (JAN). Various WorkOne staff also networked with employers and
provided information on Indiana Career Connect and other WorkOne
programs/services.

e Hoosiers with Disabilities
Job seekers with disabilities can access information on DWD’s website regarding
Employment Assistance: Reasonable Accommodations, Assistive Technology, and
Disability Resources at http://www.in.gov/dwd/WorkOne/job seekers.html

e Accommodation Services
TTY/TDDs and the 1-800 relay service are available in WorkOne offices to assist with
providing communication to all customers, including individuals with disabilities.

WorkOne Partner Efforts:
Indiana’s WorkOne system also meets the needs of its major customer groups by maximizing
the use of WorkOne partner resources.

e WorkOne Partner Resources
DWD coordinates with Family and Social Services Administration (FSSA), the State


https://wwwyoutube.com/watch?v=jJ8XF9jJSrc
http://www.in.gov/dwd/2968.htm
http://www.in.gov/dwd/WorkOne/job_seekers.html

agency that receives federal funding to serve individuals with disabilities, and
Vocational Rehabilitation Services (VRS). Examples of the coordination between DWD,
FSSA, and VRS include:

o

(@)

An enhanced relationship with VRS to ensure that recipient services are
appropriate for people with disabilities. VRS serves amputees, persons with
mental illness, the developmentally disabled persons with orthopedic,
neurological, vision, and hearing impairment, and many other disabilities;
VRS Counselors are referring clients to WorkOne offices after case-closure to
receive assistance with follow-up services;

FSSA oversees a bi-monthly Transition Advisory Council (DWD participates)
with a focus on ensuring transition services for youth with disabilities;

MOU between DWD/FSSA to permit access to wage records;

FSSA and VRS are promoting DWD accessible workstations and
referring/meeting clients at the WorkOne offices to assist with their client’s
job search;

Submission of a unified State Plan; and

MOU between DWD and the Division of Disabilities and Rehabilitative Services
(DDARS)to collaborate the job matching efforts for people with disabilities
through 2015. Employers with disability hiring initiatives posted job
opportunities on ICC. ICC flagged these specific companies to streamline the
job search process for individuals with disabilities. The following information
was included in the MOU and made part of the application process:

= Before asking applicants to identify themselves as having a disability, the
recipient clearly informs the individual that:

e Providing the information was voluntary; and

e The information was kept confidential as provided by law; and

e Refusal to provide the information would not subject the applicant
employee or participant to any adverse treatment, and

e The information was used solely for taking affirmative action under
Section 503 of the Rehabilitation Act, and only in accordance with
the law.

e Mobile/Virtual WorkOne Offices
Employ Indy, which represents Marion County, offers mobile WorkOne services. The
mobile team is equipped with career advisors, computers, and workshop materials and
connects individuals to all of the programs and services available through a traditional
WorkOne Center.

The mobile WorkOne schedules regular stops at seven community-based organizations
and many Indianapolis/Marion County Public Library branches. The mobile team also
visits other organizations as needed, attends career fairs and hiring events, and can
even be on-site during company downsizing to help employees make a smooth



transition from one job to the next.

Measuring Success

The services implemented by the State and LWSAs are measured at the end of each program
year by comparing actual performance against the goals of the Common Measures. The state
goals are negotiated between USDOL and DWD state staff at the beginning of the program
year. DWD provides LWSAs the choice of accepting the state’s goals as their own or
coordinating with another LWSA so that the averages of the goals are the same of the state’s
goals. The standards for PY 2014 and PY 2015 were as follows:

Adults
e Entered Employment Rate
e Employment Retention Rate
e Average Six-Months Earnings

Dislocated Workers
e Entered Employment Rate
e Employment Retention Rate
e Average Six-Months Earnings

Youth
e Placement in Employment or Education
e Attainment of a Degree or Certificate
e Literacy and Numeracy Gains
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E4-A US Census Population Estimates 2013-2015

Population Estimates

[msof Juby 1)
205 204 2013
Region 1
Lake County 487 BG5S 490,574 491,560
LaPorte County 110,884 111 6595 111,376
Porter County 167,688 167,308 166,578
Putaski County 12 BES 12,979 13.0m1
Mewton County 14,008 14,072 14,029
Jasper County 33470 33,464 33,412
Starke County 12,958 23,037 23,188
Total 845,762 853,129 853,154
Region 2
Elkhart County 203,474 201,739 200,476
Fulton County 20,315 20,483 20,435
Kosciusko County 78,620 78,445 77,876
Marshall County 45,857 47,013 46,986
5t. Joseph County 262,441 ie7.674 256,885
Region 3
Adams County 34,080 34,756 34671
Allen County 36E,450 365,701 363,473
DeKalb County 42,589 42,508 42,387
Grant County 67,979 68,631 64,031
Huntington County 36,630 36,586 36,218
LaGrange County 38,809 38,462 38,049
Waoble County 47,733 47,5495 47,501
Steuben County 34,372 34,406 34,328
‘Wahbash County 32,138 32,282 32,351
Wells County 27,9564 27,827 27,753
‘Whitley County 33,406 33412 33242
Region 4
Benton County 8,681 BBST B 717
Cass County 3reom 38,336 38,491
Carroll County 19,856 19,504 20,101
Clinton County 32,608 32,672 32,913
Howard County 82,556 82,603 82,825
Fourtain County 16,581 16,723 16,878
hElami County 35,862 35,983 36,124
Montgomery County 3g.227 32,080 38,086
Tippecanos County 135,826 183,670 181,290
Tipton County 15,267 15,428 15,588

Warren County 8,269 8,330 8377



Bartholomew County
Dearborn County
Decatur County
Franklin County
Jackson County
lefferson County
Jlennings County
Ohio County

Ripley County
Switzerland County

Reglon 10

Clark County
CrawTord County
Floyd County
Harrisen County
Scoft County
Washington County

Region 11

Dubois County
Gibson County

Knox Caunty

Perry County

Plke County

Posey County
Spencer County
Vanderburgh County
Warrick County

fiegion 12
Marion County

Indiana

81,162
49,455
26,521
22,872
44,069
32,416
27,897

5,928
28,701
10,524

115,371
10,483
76,778
39,578
23,744
27827

42,461
33,775
37,927
19,347
12,594
25,512
20,715
181,877
61,897

939,020

6,619,680

BO,220
49,423
26,511
22,898
43,803
32,529
27,995

5,008
28,548
10,450

114,301
10,627
76,233
39,238
23,678
27,904

42,364
33,845
37,845
19,387
12,641
25,520
20,831
181,918
61,267

034,531

£,597,880

70,505
49,755
26,224
22,920
43,514
32,50
28,281

6,026
28,493
10,523

112,771
10,586
76,058
38,051
23,800
7,814

42,335
33,576
38,023
15,449
12,660
25,497
20,827

181,521
61,089

928,515

&,570,518



White County

Region &

Boone County
Hamilton County
Hancock County
Hendricks County
Johnson County
Madison County
Margan County
Shelby County

Region &
Blackford County
Delaware County
Fayette County
Henry County
Jay County
Randolph County
Rush County
Union County
Wayne County

Region 7

Clay County
Parke County
Putnam County
Sullivan County
Wermillion County
Vigo County

Region &

Brown County
Daviess County
Graene County
Lawrence County
Martin County
Monroe County
Cramge Courty
Crwen County

Reglan 9

24,293

63,344
309,647
7a,520
158,192
149,633
129,723
59,648
44,478

12,208
116,852
23,4834
48,985
21,121
25,172
16,672
7,182
67,001

26,503
16,4901
37,585
20,9328
15,602
107 859G

14,577
32,906
32,441
45,495
10,226
144,705
19,605
20,872

24,408

61,805
303,278
71,963
156,083
147,489
129,999
69,590
44,531

12,401
117,201
23,466
49,072
21,147
25,341
16,834
7.225
67,007

26,483
17,227
37660
21,003
15,694
108,201

14,932
32,745
32,733
45,615
10,209

143,571
19,686
21,034

24,339

GO,458
247,047
71,000
153,585
145,759
130,401
h9,381
44,455

12,473
117,435
21,853
48,051
21,274
25,600
174,001
7.284
&/ B39

26,735
17,199
37,507
21,174
15,358
108,324

15,029
32,303
32,708
45,845
10,223
142,097
19,736
21,175
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E4-D DWD Policy 2015-08 - Priority of Services for Veterans and Eligible Spouses

arp s WorkOne conrins

To: Indiana’s Workforce Investment System
From: Regina Ashley, Chief Strategy Officer -~ '
Josh Richardson, Chief Operating Officer
Date: May 4, 2016
Subject; DWD Policy 2015-08
Priority of Service for Veterans and Eligible Spouses in Indiana
Department of Workforce Development's Integrated WorkOne Offices
Purpose

This policy addresses Priority of Service for Veterans and Eligible Spouses under the Workfarce
innovation and Opportunity Act {WIOA},

Rescission

DWD Policy 2009-01 Priority of Service for Veterans and Eligible Spouses and Required Roles and
Responsihilities of Disabled Veterans' Outreach Program (DVOP) Specialists and Local Veterans'
Employment Representatives (LVER) in Indiana Department of Worldforce Development’s Integrated
WarkOne offices

References

-

38 United States Code, Chapter 42, Section 4211 and Section 4215

Federal Register Part VIII, Department of Labor, Veterans’ Employment and Training Service, 20
CFR Part 1010, Priority of Service for Covered Persons {Dec. 19, 2008)

Jobs for Veterans Act, Public Law 107-288 (Nov. 7, 2002)

Veterans' Program Letter (VPL) No. 07-09, “Implementing Priority of Service for Veterans and
Eligible Spouses in all Qualified lob Training Programs Funded in Whole or in Part by the U5,
Department of Labor”

USDOL/Employment and Training Administration (ETA} Training and Employment Guidance
Letter {TEGL) No. 10-09, “Implementing Priority of Service for Veterans and Eligible Spouses in
all Qualified Job Training Programs Funded in Whole or in Part by the U.5. Department of Labor”

Wickael R Pence, Goreraor 10 N Senie Avenue Pones 317 2317670
Sieven ). Bran, Commisimer | Indianspobic, (N 46204.2277 Fax 372334793
w1 o fdoad

An Econemic Develnpmen Partngy
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Training and Employment Motice (TEN) 15-10a, "A Protocol for Implementing Priority of Service
for Veterans and Eligible Spouses”

Content

Definitions

Covered Person-A veteran who is eligible or the spouse of an eligible veteran who is. entitled to
receive priority of service as a person who has served at least one day In the active military,
naval, or air service and who was discharged or released from service under any condition other
than a condition classified as dishonorable. This definition includes Reserve units and National
Guard units activated for Federal Service.

Qualified job tralning program -Any workforce preparation, delivery program, or service that is

directly funded, in whole or in part, by the Department of Labor and includes the following:
o Any such programs or services that use technology to assist Individuals to access
-+ workforce development pregrams (such as job and training opportunities, labor market

- Information, career assessment tocls, and related support services).

o Any such program or service under the public employment system, One-stop Career
Centers, the Workforce Innovation and Opportunity Act of 2015, a demonstration or
other temporary program, and/or those programs implemented by States or local
service providers based on Federal block grants administered by the Department of
Labor. ’

o Any such program that Is a workforce program targeted to specific groups.

Veteran- A person who served at least one day in the active military, naval, or air service and
who was discharged or released under conditions other than dishonorable, as specified in 38
U.5.C. 1014(2).

Active duty- Full-time duty in the Armed Forces, other than active duty for training. This
definition of “active service” does not include full-time duty performed strictly for training
purposes, {i.e., that which often is referred to as "weekend” or “annual” training), nor does it
include full-time active duty performed by National Guard personnel who are mobilized by State
rather than Federal authorities. {5tate mobilizations usually occur In response to events such as
natural disasters.) - .

Armed Forces- United States Army, Navy, Marine Corps, Air Force, and Coast Guard

Higible spouse- means the spouse of any of the following:

o Any veteran who died of a service-connected disability;

o Any member of the Armed Forces serving on active duty who, at the time of application
for the priority, is listed in one or more of the following categories and has been so
listed for a total of more than S0 days:

*  Missing in action;
= Captured in line of duty by a hostile force; or
»  Forcibly detained or interned In line of duty by a foreign government or power;

o Any veteran who has a total disability resulting from a service-connected disability, as
evaluated by the Department of Veterans Affairs; or

o Any veteran whao died while a disability was in existence.

o NOTE: A spouse whose eligibility is derived from a living veteran cr service member
would lose his or her eligibility if the veteran or service member were 1o lose the status
that is the hasis for the eligibility (e.g. if a veteran with a total service-connected
disability were to receive a-revised disability. rating at a lower level). Similarly, for a



Page 3 of 5

spouse whose eligibility is derived from a living veteran or service member, that
eligibility would be lost upon divorce from the veteran or service member.

Priority of Service

WarkOne offices are required to ensure that Priority of Service is observed. To further improve service
to veterans, the Priority of Service to Veterans and Eligible Spouses Federal Regulations, effective
lanuary 19, 2009, provides specific guidance on how One-stop Career Center providers, Wagner-Peyser
staff, DVOPs, and LVERs are to serve veterans with respect to priority of service.

Veteran and eligible spouse customers should be identified upon entry at a WorkOne and allowed to
move to the front of the walting line. To assist with identifying veterans and eligible spouses, Priority of
Service signs have been developed and are posted In all WorkOne offices where veterans are served.
Signs are framed and displayed in a manner where the public and especially veteran and eligible spouse
customers can easily see them. In accordance with the priority of service sign, eligible veterans and
eligible spouses should natify staff upon entry into the facility. Typically, this will be near the entry
polint. Customers with visual impairments must be asked If they are a veteran or eligible spouse.

Verification

s Basic Career Services — No source documentation needed for eligibility when these services are
accessed or provided unless the individual who self-identifies as a veteran or eligible spouse:

o Isto immediately undergo eligibility determination and be registered or enrolled in a
pragram; and

o The applicable federal program rules require verification of a veteran or eligible spouse
status at that time.

«  Programs or Services that eannot rely on self-attestation — verification only needs to occur at the
point at which a decision is made to commit cutside resources to one individual over another
for these programs or services, )

' o When verification of eligibility Is required in these instances, a veteran or eligible spouse
should be enrolled, provided Immediate priority, and be permitted to follow-up
subsequently with any required verification of his or her status as a veteran or eligible
Spouse.

» Labor Exchange System Reporting— Federal regulations require that all individuals who are
veterans be identified as veterans in the Wagner-Peyser labor exchange system, regardless of
eligibility requirements.

« Verification of veteran status or eligible spouse—When verification is required, the following
official documents may be used:

o A DD 214 (issued following separation from active duty);

o An official notice issued by the Department of Veterans Affairs that establishes
antitlement to a disability rating or award of compensation to a gualified dependent;

o An official notice issued by the Department of Defense that documents the eligibility of
an individual, based on the missing or detained status of that individual’s active duty
spouse; or

o An official notice issued by a State veterans’ service agency that documents veteran
status or spousal rights, provided that the State veterans’ service agency requires
Federal documentation of that information.
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Implementing Priority of Service

As defined in Section 2(a) of the JVA (38 U.5.C. 4215(a)}, priority of service means, with respect to any
qualified job training program, that a covered person shall be given priority over a non-covered person
for the receipt of employment, training, and placement services provided under that program,
notwithstanding any other provisions of the law.

Priority in the context of providing priority of service to veterans and other covered persons in qualified
job training programs means the right to take precedence over non-covered persons in obtaining
services, Depending on the type of service or resource being provided, taking precedence may mean:
* The covered person receives access to the service or resource earlier in time than the non-
EUUE!’Ed person; or
= |fthe service or resource is limited, the covered person recelves access to the service or
resource instead of or before the non-covered person.

Priority of service applies to every qualificd job training program funded, in whole or in part, by the
Department of Labor, including:

* Anysuch program or service that uses technology to assist individuals to access workforce
development programs (such as job and training opportunities, labor market information, career
assessment tools, and related support services); and

= Any such program or service under the public employment service system, One-stop Career
Centers, the Workforce Innavation and Opportunity Act, a demonstration, or other temporary
program; any workforce development program targeted to specific groups; and those programs

implemented by States or local service providers based on Federal block grants administerad by
the Department.

Identifyving and Informing Covered Persons

Local Werkforce Development Beards must develop and include in their strategic local plan policies
implementing priority of service for the local One-Stop Career Centers and for all gualified job training
programs delivered through the State's workforce system. These policies must establish processes to
ensure that covered persons are identified at the point of entry so that covered persons are able to take
full advantage of priority of service. These processes shall ensure that covered persons are aware of:

+  Their entitlement ta priority of service;

s The full array of employment, training, and placement services available under priority of

service; and '
s Any applicable eligibility requirements for those programs and/or services.

Point of entry may include reception through a One-stop Career Center established pursuant to the
Workforce Innovation and Opportunity Act, as part of an application process for a specific program, or
through any other method by which covered persons express an interest in receiving services, either in-
person or virtually.

Menitoring for Compliance with Priority of Service

The U, 5. Department of Labor will monitor recipients of funds for qualified job training programs to
ensure that covered persons are made aware of and provided priority of service. Maonitoring will be
performed jointly by the Veterans' Employment and Training Service (VETS) and the DOL agency
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responsible for the program's administration and oversight, A recipient's failure to provide priority of |
service to covered persons will be handled in accordance with the program’s established compliance  ~
review processes. In addition to the remedies available under the program’s compliance review
process, a recipient may be required to submit a corrective action plan to correct such failure,

Effective Date

Immediatehy.

Ending Date

Upon rescission.
Contact for Questions
policy@dwd.in.gov
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To: Indiana’s Waorkforce Imve tment System
. ~
From Regina Ashley, Chief Strategy Officer -
Josh Richardson, Chief Operating Officar
Date: May 4, 2016
Subject: DWD Policy 200503

Reguired Roles and Responsibilities of Disabled Veterans’ Outreach Program
{DVOP) specialists and Local Veterans' Employment Representatives [LVER)
specialists in Indiana Department of Workforce Development's Integrated
‘WarkOne Offices.

Purpose

To explain required roles and responsibilities for Disabled Veterans' Qutreach Program (DVOP)
spiecialists and Local Veterans” Employment Representatives (LVER] staff In Indiana Departrment of
Workforce Development's (WD) integrated WorkCne offices,

Rescission

DWD Policy 20009-01 Priarity of Service for Veterans and Eligible Spouses and Reguired Reles and
Responsibilities of Disabled Veterans' Outreach Program (OVOP) Specialists and Local Veterans’
Employment Representatives (LVER] In Indiana Department of Warkforce Develapment's Integrated
WaorkOne offices

References

e 38 United States Code, Chapter 42, Section 4211 and Sectlon 4215

*  Federal Register Part VI, Department of Labor, Veterans' Employrment and Training Service, 20
CFR Part 1010, Priority of Service for Covered Persons |{Dec. 19, 2008)

& lobs for Veterans Act, Public Law 107-288 [Mov. 7, 2002)

= Veteran Program Letber 07-10 Refocused Roles and responsibilities of IVSG Funded Staff

Michee! B. Peace, Gememar 10 X Scrade Ayarar Phor: 3ET2RET6H
Sieven ], Bran, Commbivmoer | |mlemapols, [N 400H-2201
wwni I, prrokhead
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Veteran Program Letter 03-14 Jobs for Veterans State Grants (JVSG) Program Reforms and Roles
and Responsibilities of American Job (AIC) Staff Serving Veterans

Veteran Program Letter 03-14 change 1 Expansion and Clarification of Definition of Significant
Barriers to Employment for Determining Eligibility for the Disabled Yeterans’ Outreach Program
(DR

Veteran Program Letter 03-14 Change 2 Expansion and Clarification of Homeless Definition as a
Significant Barrier to Employment [SBE)

Veteran Program Letter 07-14 Designation of Additienal Population of Veterans Efigible for
services from Disabled Vet:rans Outreach Program Specialist - Veterans ages 18-24

Weteran Program Letter 07- 18 American lob Center [AIC) partic) patkon in Capstone Activities and
other Cutreach to Transitioning Service Members

Veteran Program Letter 08-14 Designation for Additional Populations Eligible for Services from
Disabled Veterans' Dutreach Specialists: Transitioning Service Members in need of Intensivie
Services; and Wounded, (i, or Injured Service Members feceiving Treatment at Military
Treatment Facilities or Warrior Transition Units {MTFs - WTUsk and the Spouses and Family
Careglvers of such Wounded, Ill, or Injured Service Members

Content

Definitions

Eligible Veteran, as defined by the United States Code Titke 38 Veterans' Benefits, Chapter 4211,
paragraph (4], subparagraph {A) {B], is & person who:
< served on active duty for a perod of more than 180 days and was discharged or
rebeased with other than a dishonorable discharge;
o was dacharged or released from active duty because of a service-connected disability:
ar a5 a member of a reserve component under an order to active duty pursuant to
section 12300a), (d), or (g], 12302, or 12304 of title 10, served on active duty during a
period of war or in 3 campaign or expedition for which 2 campaign badge is authorized
and was discharged or released from such duty with other than a dishanorable
discharge,
Eligible Spouse, as defined by the United States Code Title 38 Veterans” Benefits, Chapter 4101,
mirans
o the spouse of any person who died of a service-connacted disability;
o the spouse of any member of the Armed Forces serving on active duty whao, at the time
af agplication for assistance under this chapter, is listed, pursuant to section 556 of title
37 and regulations lssued thereunder, by the Secretary concerned in one or mone of the
following categories and has been so listed for a total of more than ninety days:
¥ missing in action,
#  captured in line of duty by a hostile force, or
* forcibly detained or intemed in line of duty by a foreign gosernment or power;
ar
o thespouse of any person wha has a tetal disability permanant in nature resulting from a
service-connected disability or the spouse of a veteran who died while a disability so
evaluatid was in exisbence.
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Additional Service Populations, &s defined In The Consalidated Sppropriations Act of 2024, are
populations receiving support services funded by Jobs for Veteran State grants [JVsG) grants
under this Act, Those populations include;
o transitioning members of the Arimed Forces who have been identified as in need of
intensive services;
o members of the Armed Forces who are wounded, ill, or injured and recaiving treatment
In military treatmient facilities or warior transition units; and
< the spouses or other family caregivers of such woundead, lll, or injured members.
Family careglver, with respect to an eligible veteran, means a family member who ks a caregiver
of the veteran.
Caregiver with respect to an eligible veteran, means an individual who provides personal care
services to the veberan.
Family member, with respect to an eligible veteran, means an individual wha—
& lsa member of the of the veteran's family, including—

& A parent;

= Aspouse;

= A child;

# A stepfamily member; or
L]

A extended family member; or
@ lives with, but is ot a member of the family of the veteran,
Transitionlng Service Members [TSM) according to VPL 0B-14, are those members falling within
the three categories below and are therefore eligible for DVOP services:
o Service members who receive a warm handover, or who produce a DD-2958 signed by
their commander documenting that they hawe not met Career Readiness Standards;
o Transitionlng service members ages 18-, regardless of whether they meet Career
Readiness Standards; or
o Active duty service members being involuntarnily separated through a Service reduction-
in-farce.

treneral Reles and Responsibilities of WorkQne Staff Serving Velerans

Welcome Team Stalf —Identify those eligible veterans or eligible spouses with significant
barriers to employmant {SBE) and direct those velerans to the Disakled Veterans' Outreach
Program Specialist {DVOPL] for assistance for intensive services and case management. In the
event that a DVOP Specialist Is not avallable, the veteran or spouse shauld be referred to the
appropriate Wagner-Peyser or WIOA staff in addition to scheduling or referring to an available
DV Specialist by appolistment, Under normal operating crcumstances, all WorkOne
customers are greeted by the welcome téam and moved on to the appropriate staff for
assistance.
Wagner-Peyser Staff—The majority of veterans showld be served by Wagner-Peyser or WIDA
staff rather than the JV5G Veteran staff.
Veteran staff (DVOPs)—Efforts of veteran staff should be focused on veteran customers with
Significant Barriers to Employment {SBE) in accordance with Veterans Program Letter 03-14 and
03-14, Change 1 and Change 2. The six significant barriers to employment (S&E} and five other
associated factors for DVOP services, as Identified by the Department of Labor are:

1. A special disabled or disatded veteran, defined in 38 U.S.C § 4211(1) and (3); Special

disabled and disabled veterans are those:
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= who are entitled to compensation (or who would be entitled to compensation
kvt for the veceipt of military retired pay) under liws pdministened by the
Secretary of Veterans Affairs; or,

*  were discharged or released from active duty because of a service connected
disability;

£ A Homeless persan, as defined In Section 103(a) of the McKinney-vento Homeless
Aszistance Act (42 U.5.C. 11302(a) and (b}, a3 amended);

3. A recently-separated service member, as defined in 38 U.S.C § 42116}, who has been
unempioyed for 27 or more weeks in the previous 12 months, Le. the term of
unempioyment over the previous 12 months remains 27 weeks; however, the
reguitement of 27 consecutive weeks & eliminated;

d.  Anoffender, as defined by WI3A Section 3 (38] 1, who is currently incarcerated or who

has been released from incarceration, Le, the expanded definition of SBE includes any

eligible veteran or eligible spowse who ks currently or was formerly Incarcerated,
removing the “within the last 12 months” requirement;

Lacking o high school diploma or equivalent;

Low-income individual [as defined by WIOWA Section 3 | 26]);

A Veteran between the ages of 18-24;

A Veteran Affaies Vocational Rehabllitation and Employment Chapter 31 Veteran;

A Transitioning Service Member in need of intensive services;

1I:}. Wounded, ill, or injured Service Member receiving treatment at a military facility, or
Warriar Transition Unit {MTFSWTUS); ar

11. Spouses and family care-givers of such wounded, ill, or injured service members.

ER I

Digabled Veterans' Outreach Progrom Specialist Roles

In Yeterans' Program Letter 07-10 and 03-14, DVOP specialists facilitate intensive services to veterans
with barriers to employment and/for special training needs which include:

Conducting a comprehensive assessment (minimum requirement}

Developing an individual employrient plan that is documented (minkmum requirement)
Chapter 31 Viocational Rehabilitatien & Employment Case Management

Coordinating supportive servicas

One-on-One Career Counseling

Providing short term pre-vocational services

Group Counseling

Case Management and Tracking

The DVOP spectalist is the DWD case tracker for veterans in the United States Department of Yebérans
Affairs Yocational Rehabilitation and Employment Program (Title 38, Code of Federal Regulations, and
Chapter 31). This program requires extensive follow-up and the DVOP specialist must be allowed
sufficient time to 4o the case management and Intenshie services to meet these requirements. The
WOP specialist shoukd work closely with the LVER B WorkOne Business Service Team (B5T) to ensure
that veterans in Chapter 31 programs who are "job ready” receive priority in their job search, as
determined by the Vocational Rehabilitation Counselor (VREC) at the VA,

I accordance with Department of Labor Vererans' Employment and Tralning Service (BO0L-YETS)
Technical Assistance Guide dated December 2008, DVOPs are reguired to complete a service every twio
weeks for the Chapter 31 Veterans that they are case managing. Typically, this service will also be
recorded in the current State client tracking systems under the Chapter 31 Case Management selection,
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The DWOP specialist is the resident expert on programs avallabie to assist SBE veterans in [mproving
their skills <o they can take the nest step up In thelr careers. This would include workshops the DWOP
may present and other staff services available at the WorkOne office as well as the programs availabie
through the Veterans' Administration, such as Vocational Rehabilitation and Employment Program
Services [VOC REHAR) and other WIOA training programs. The DVOP speclalist |s required to do
putreach to target all veterans. DVOPs will coordinate outreach activities with their formal and
functional managers to ensure maximum effliciency of the event,

In the event that a DVOP specialit does nat have a Toll case-load of eligible veterans and eligible

speolges, the DV P cpecialist may parfonm additionn] outreach activities. For example, at such locations:
s Vocations| Rehabilitation & Employment (VARE] Services

Homeless Yeterans Reintegration Program (HVAP)

VA Medical and other Centers

veterans' Administration Community Based Cutpatient Clinic (CBOC)

Homeless shelters

Civie and service organizations

Community 3tand Downs

Military installations

WIOA partnars

State Vocational Rehabilitation Services

County Service Veterans Service Officer

Cage Noting

Case notes for veberans in the Chapter 31 program are confidential and must be kept separate from
other case management files, Specific veterans' disability data may not be recorded in any cormputer
system. The only data that can be recorded = the percentage of disability rated by the US Department of
Vetarans Affairs.

Rapid Response for Dislocated Voterans
At a minkmm, the V0P should be a part of the Rapkd Responze Team at selected Rapid Response
events for dislocated veterans, ensuring that SBE veterans are offered JVSG services.

Local Veterans' Employment Representative [LVER) Roles

In Veterans' Program Letter 07-10 and 03-14, the following are the mandated functions far the Local
Viterans' Employment Representative Staff:

1. Asan Iintegral part of the State's Labor Exchange System, LVER staft work with employers to
promote veterans as job seekers who have highly marketable skills and experience,

2. IVER staff advocate for veterans to gain empboyment and training opportunities with business,
industry, and community-based organizations, To accomplish this, LVER staff participates ina
variety of outreach activities inchuding, but not limited to:

. Planning and participatbon in job fairs.

b. Coordinating with unions, apprenticeship programs, and business organizations to
promote employment and training opportunities for veterans.

€. Promoting credentlaling and tralning opportunitles for veterans with training providers
and licensing agencies.

3. LVER staff establishes, facilitates, and/er maintains regular contact with employers te include
federal contractors, They should coordinate with emplaver relations representatives ac part of
the WorkOne system to include veteérans in their marketing efforts,
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4. LVER staff provides and facilitates a full range of employment, tralning, and placement semvices
to meet the needs of priority veterans in targeted categories identified and approved in the
State Plan. These services may include, but are not limited to:

=  Conducting job search assistance workshops in conjunction with employers
=  Providing jobr development opportunities

The LVER should be integrated into the WorkOne Employment Team or Business Services Team {or
equivalents). The difference between the LVER and any other member of the team s that the LVER
advocates For veterans for employment and training opportunities with businesses, industries, unbons,
and appresticeship programs, They may @sk employers specifically to seek vetersns for positions in their
companies. Optimally, the employer would target specific positions for veterans with certaln skills
{based on tha veterans' military tralning/milita ry occupational specialty). Under no clrcumstances will
the LVER prowide related services to non-veteran customers uiless the customer 1s an eligible spouse
coverad by prioeity of service.

The LVER staff must be able to inform the comrunity of Veteran services. LVER staff should be
encouraged to attend meetings of the local Chamber of Commerce, area Unions, and Hiring Events to
premote all the WaskOne services; bath as a networking teol and for the opportunity to speak about
veterant’ programs,

Joint Responsibilities of DVOPs and LVERS
Outreach Accountability

In order to malntain accountabllity for time spent on outreach, each LVER and DVOP shall repogt the
results of their outreach activities, including but not limited to travel logs in writing via e-mall or Outloak
Calendar Shares to their WorkOne local management staff, If noecessary, copies of these decuments and
schedules will be provided te formal State Managers, andfar functional managers when applicable.
These reports will be used by the LVER staff, Regional Operators, and the Workforce Development
Boards (WDE's), to produce the reguired quarterly reports for the State Veterans Coordinator and LS,
Department of Labor Veterans' Employment and Tralning Services as required in Public Law 107-288 and
WPL (01-15. Qutreach activities will ke reviewed by supervisors and those that are determined by the
management team to be unproductive may be discontinued.

Matignal Veterans Training lnstitute (NYTIH

All DVOPs and LVERs are required to attend veteran related courses at MyTI within 18 months of
assignment or hite, Typically, most veteran representatives will attend at beast two courses offered by
NYTL In seme Instances, the DWD State Veterans Coordinator may elect to send veterans'
reprasentatives to additional courses based on career development.

Indiana Seamless Transition Prosram

In some instances, LVERs and DVOPs will b called upon to assist with the State of Indlana Seamless
Transition Pragram for State Guard and Reservists returning from deployment. This may inchude the
Yellow Ribbon Program for returning deployed service members.

Negotiated Pe LE]

The State of Indiana Veterans Program negotiates Performance Targets with the USDOL/VETS for the
IVSG programs which uses ETA 9002/200 reparts to report cutcomes. The following entities are
charged with the responsibility of meeting the VETS Negotiated Perdormance Targets: Indiana
Department of Workforce Develsprment, the Stale’s reglonal Workfarce Development Boards (\WDAs),
the State Workforce Innovation Council {the State's Workforce Investment Board], Regional Woarkforce
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Board Chalrs, and Reghonal Operators. Indiana's Veterans' Performance Targets are typleally negotiated
annually with the U5, Department of Labior's Veterans Employment and Training Service.

Effective Date
Immediately.

Ending Date

Llpon restissian,

Contact for Questions
palicy@dwl.in.gov
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JOBS FOR AMERICA'S GRADUATES

Jobs for America’s Graduates (JAGHNndiana is a

statewide drop-out prevention program that TA .G .

targets at-risk high scheol juniors and seniors, and AT I lldl ana
out-of school youth whao have dropped out of high JUB% FIR AMERICA'S BRADUATES
school. The program's goals are as follows:

1. Provide basic skills assessment and remediation to ensure program participants receive a high
school diploma or its equivalent;

2. Assistin the attainmant of employability skills needd to find a job and/or pursue ~ostsecondary
education. Students sve taught 37 core competenci=s {skills} to assure a strong attachment to the
labar market; and

3. Help to ensure graduates are placed in full-time employment, transition to post-secondary
education or training or enfist in the military,

Indiana’s JAG model provides tutoring assistance and adult rnentoring. Participants recefve
individualized attention and identification of specific barrlers to success, which include academic
problems, deficient life and personal skills, and social ar economic barrlers.

Each high school senior completes the Free Application for Faderal Student Aid (FAFSA), applies to two
colleges and has the opportunity to take the American College Testing (ACT), Scholastic Aptitude Test
{SAT} or ather postsecondary enroliment examination. Last year, 43% of the students in follow-up were
anrolled in post- secondary education. The 2015 high school graduates earned $15M in scholarships.
JAG Indiana was recognized by the national arganization for having the highest amount of earned
schiolarships by its students.

In addition to class work, students participate in a highly motivated student-led JAG Career Association
at thelr high schools that promotes community involvement, civic and social awareness and leadership,
Through their Career Association, students are invited to participate in a statewide event sponsored by

DWD, the Career Development Conference,

The State Career Development Conference was held March 13, 2015 at lvy Tech Community College
in Indianapolis, The event provided students the opportunity to visit the campus and compets in
employability skills events. Twelve regional conferences were held prior to the statewide conference,
Minety-two schools participated in the regional conferences with the top 150 students attending the
State conferance. The State Career Development Conference featured competitive events designed to
demanstrate employability skills learned through program competencies, employer and community
connections, Thirty-six students recelved awards ranging from $250 to 53,000,
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JOBS FOR AMERICA'S GRADUATES (CONT'D)

Curing the 2013 session of the Indiana General Assembly, state funds were zllocated for the first time far
JAG. This enabled the program to essentially double in size. Programs were sustained with additional state
funds from the General Assembly In 2015,

= 2010
® 2011
= 2012
2013
2014

Graduation Rate Positive Dutcomes Entered
{Emplayment, hMilitary or Ernploymment, Military
Education/Training)

Since its Inception In 2008, JAG has served more than 13,000 Hoosier studants, Over 5,200 students
participated in JAG at 118 programs throughout the State during the 2014-2015 schoaol year,

HOOQSIER INITIATIVE FOR RE-ENTRY (HIRE)

The HIRE program is an initiative to help ex-offenders become gainfully reemployed and reenter society.
In conjunction with the Department of Correction (DOC), DWD leads program participants through the
process of becoming successful job candidates by werking with employers to determine the knowledge,
skills, abllities, and aptitude needed to be a successful employee within their organization.

Participants are often chosen based on twio main requirements: they must have displayed a positive track
record during incarceration and must be identified as low or med|um risk to re-offend. The staff works with
DOC to determine which applicants would best suit a specific employer, Once applicants are screened, DWD
delivers a curriculum focused on soft skills, workplace aptitude, and maotivation, Upon release participants
receive additional targeted job training if needed,

After release and job placement, DWD staff meets regularly with participants and employers to identify work
related issues or needs, and to discuss any program changes,

It costs Indiana $20,000 per year to incarcerate one offender. Department figures show the state's cash
return to the economy during the past year is more than $8M due to savings en incarceration costs and
Increases In state aconomic productivity,
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MIGRANT AMD SEASONAL FARMWORKERS

As a part of the Department of Workforce Development's (DWD) commitment to serve migrant and seasonal
farm workers seeking wark and skill enhancements, the following job-related information and assistance
was provided:

lob search, jeb referral and placernent, referral to training and skill building activities;
During the harvest seasan, 2,500 flyers were distributed; and

« Worked to coordinate outreach services and funds for emargency services to farm workers via
contract renowal with Proteus®, Inc.

Work contiriues toward renewing MOU with Indlana State Department of Haalth to provide pre-
occupancy housing inspections for H-2A workers.,

RAPID RESPONSE

DWD provides services and resources that are brouaght to dislocated workers on-sito at a downslzing
company prior to a mass layoff evenl. These customized services are part of a program called Rapid
Response, which is designed to meet the needs of dislocated workers, The goal Is to get the dislocated
wiorker back to work as soon as possible and minimize the disruptions in their life a layoff can cause. A Rapid
Response event is initiated when the State learns of Impending layoffs or dosures. Many companies will
contact the Rapid Response team to notify them of a layoff and invite them to come on-site ta help the
workers.

Curing PY14, 108 notlces of dlosures or layoffs were recelved. The WorkOne centers working in conjunction
with Regional Workforce Investment Boards provided services that included rapld response arientations,
community ceordination of resources, job preparedness workshoeps, career planning, resume development,
interview coachinag, skill evaluations, training, computer classes, and job service assistance,

CWD has an online tool for rapld response that is being utliized at all WorkOne centers. It is designed to
assist dislocated workers in understanding the transferability of their knowdedge, skills, and abilities when
secking employment opportunities. All WarkOne offices have been fully trained and are utilizing the tool
with their dislocated workers, The tool creates a personal development plan for the dislocated worker
that can be accessed from any computer with internet access. This tool has also been utilized on site with
the employer to assist these workers facing job losses. It is designed to transition workers to thair naxt
employment as soon as possible. In addition to providing services on site and as the WorkOne offices, the
ton| also assists labor market analysts, career counselors, and others with analyzing, understanding, and
exploring skills associated with each secupation measured and published by the Qocupational Information
Metwork (O*NET) sponsored by the LS. Department of Labor's Employment and Tralning Adrministration,
This new toal now is going through its naxt generation which will provide mobile online applications for
smart phones.
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REEMPLOYMENT ELIGIBILITY & ASSESSMENT (REA) AND JOBS FOR HOOSIERS (JFH)

DWD's goal for the 2014 program year was to provide some level of Reemployment Services to nearly every
qualified Uinemployment Insurance (U1 recipiant, Indiana was one of seven states selected to participate

I an elite USDOL REA study, administered by Alt Assodiates. This study was designed to compare the *Full
REA" program of more intensive services with mandatory follow up and additional assignments to the Jobs
for Hooslers (JFH) state REA program, which was the “Partial REA" program in the study,

The Jobs for Hoosiers program |s an initlative that began Cctober 1, 2013, It is a program that warks in
tanderm with REA and requires individuals receiving unemployment benefits to report to a local WarkOne
after their fourth weelk, The program introduces unemployed Hoosiers to WorkOne services and training
opportunities durlig a one day orientation and provides access to additional reer slayment services, if
desired,

The Full REA goal in 2004 was 25,000, and JFH was 20,300, The Full REA program surpassed its PY14 goal by
serving 29480 clalmants, and the JFH program served 30,06% Ul recipients. This was an approximate 58%
increass in customers served at some level of Reemployment Services,

FEDERAL BONDING PROGRAM

The Federal Bonding program has proven to be a valuable tool in removing barriers to reemplayment.
Examples of employment barriers include poor credit history, criminal background, disadvantaged youth,
dislocated homemaker, or history of substance abuse. Indiana's Federal Bonding program has established
key partnerships both Inside and outside the WorkOne system., In PY14, 66 bonds, valued at 55000

each, were jssued for a total of $330,000, which allowed 31 jobseekers with serious barriers to return to

meaningful work, which was not possible without bond approval,

VETERANS PROGRAM

In Indiana, there are approximately 258,000 Veterans in the workforce, DWD has 66.5 funded veteran staff
positions divided betwesn Disabled Veteran Outraach Program Specialists (DVOPs) and Local Veterans
Employment Representatives (LVERs) to serve Veterans throughout the state, During PY14, DWD provided
statewide services to more than 8,933 Hoosier Veterans through operations at full-service WaorkOne Centers,

and the Regional Veterans Administration Office in Indianapalis.

SEAMLESS TRANSITION PROGRAM

During PY14, DWD continued Its agreement with the USDOL to provide employment, unemployment,
reemployment, and training services to Mational Guard soldiers returning from deployment and
demobilizing at Camp Atterbury, In partnership with the Indiana Department of Veterans Affairs (IDVA),
The Indiana National Guard Transition Assistance Advisors, and DWD; the state continues to work with
the Indiana MNational Guard Yallow Ribbon Seamless Transition Program throughout the state. Under this
program, DVOPs provided the following services:

« Assistance In filling out veteran's transition forms for demokbdlizing soldiers;
« Dissemination of forms to veteran’s state employment and training offices;
« Informational services in regards to soldier's rights; and

« Enroliment and job search assistance.
In addition, DVOPs provide continuous support services through the Indiana Matlonal Guard Yellow Ribbon
Seamless Program, including support services for the Indiana Air National Guard units in Fort Wayne and

Terre Haute, Additionally, DWD has partnered with the IDVA for Community Qutreach Events thraughout the
State. These events are designed for Veterans to connect with varlous and organizations.
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VOCATIONAL REHABILITATION AND EMPLOYMENT (VREE] SERVICES (CHAPTER 31):

Chapter 21 is a unigue program designed specifically for disabled Veterans and has two primary goals: first,
the program assists service-disabled Veterans to prepare for, obtain, and maintain suitable employment.
Secondly, for those Veterans who are severely disabled and far whom gainful employment s nat an aption,
assistance may be provided to allow these veterans to live more independantly in his or her community,
During FY14, 172 Veterans participated in this program. Under this program, DVOPs provide case-
management services to Veterans entering the employment phase of the rehabilitation process.

OPERATION HIRE A HOOSIER VETERARN

DWD and several VWorkforce Investment Boards sunported Operation Hire a Hoos!or Veteran's career fair

an April 15, 2015, which was attended by several lundred Hoosier Veterans, In proparation for the career
fair, two regional workshops were conducted at various locations throughout the central Indiana area.

The workshops Included presentations on resume preparation, professional work attire, and Interviewing
skills. The concept of veteran-focused workshops, plus the cooperation and coordination among Werkforce
Service Areas (WSA} and Soclety for Human Resource Management (SHRM), proved to be a success and will
become a standard procedure prior to other Hoos o Veteran Career Falrs. Approxlmately 120 vendaors, which
Included varlous employers and area post-secondary institutions, participated in the event. There were

a total of 49 job offers that were made at the event and we had approximately 670 Veterans and Service
mambers check infattend the 2015 event,

GOLD CARD INMITIATIVE

The: Gold Card provides unemployed post-9/11 era Veterans with the intensive and follow-up services they
need to succeed in today's job market. The Gold Card initiative is a joint effort of the Department of Labor's
Employment and Training Administration (ETA) and the Veterans' Employment and Training Service (VETS)
DWD provide over 2,000 Veterans Gold Card services in PY14,

The Gold Card program is consistent with all Veterans Services by providing Priority of Service as outlined
in DOLAVETS guidance. Geld Card Veterans are made aware of the Intensive services made available, The
Post 9/11 Veterans are then provided the services listed below are closely monitored once employment is
obtained for retention and to insure a satisfactory outcome,

The enhanced In-person services available for Gold Card holders at local WaorkOne offices may include:

= Jobreadiness assessment, Including interviews and testing;

+ Development of an Individual Development Flan (IGP);

- Career guidance threugh group or individual counseling that helps Veterans in making tralning and
career decisions;

= Provision of labor market, occupational, and skills transferability information that inform educational,
training, and occupational dedisions;

» Referral to job banks, job portals, and job openings;

- Referral to employers and registered apprenticeship sponsors;

« Referral to training by WIA-funded or third party service providers; and

= Monthly follow-up by an assigned case manager for up to s months,



BOLVETS VETERAN PROGRAM LETTER 03-14, CH. 1 & 0414

Veteran Program Letter 03-14 was introduced to refocus the roles and responsibilities of WSG Staff (DWVOPs
and LVERs). This letter introduces six significant barriers that DVOP specialists use for eligibility criterla to see
Veterans and eligible persons:

1. A special disabled or disabled veteran, as those terms are defined n 38 U.S.C.4211(1) and (3); Special
disabled and disabled veterans are those:

= Who are entitled to compensation (or who but far the receipt of military retired pay would be
entitled to compensation) under laws administered by the Secretary of Veterans' Affairs; or,
= Were discharged or released from active duty because of service-connected disability;

1. Homeless, as delined In Saction 103(2) of the 5 cwart. B, McKinney Homeless Azsistance Act (42 US.C.
11302(ak

1. Arecenthy-separaied service member, as defined in 38 US.C. 421 1{6), whao has been unemploved for
27 or more weeks In the previous 12 months;

4. Anoffender, as defined by WIDA Saction 3 (38}, who is currently incarcerated or who has been
refeased from incarceration;

5. Lacking a high schoal diploma ar equivalent certificate; or

6. Low Income (as defined by WIA at Sec. 101(25) (Bl).

VEL 03-14 was also complemented by VFL 04-14 that added an additional target of Veterans age 18-24, to

be serviced by DVOPs.

Additianally, LVERs are now refocused to conduct em ployer outreach and job searches/ workshops, planning
and participation in hiring events, and coordinating with Federal Contractors, Unions, apprenticeship
pragrams and business organizations to promote and secure veteran employmeant and training programs.

BUSINESS SERVICES

DWD has a long standing commitment to engaging the state’s employers and working to meet the needs of
this impartant warkforce development partner, In FY 14, WorkOne business services delivery personnel have
averaged over 250 on-site business visits per month, hosted more than 100 empioyment fairs per month
and posted more than 5000 jobs per manth en Indiana Career Connect to help promote employment across
the state.

Through their leadership, the WorkOne business services teams in each of Indiana’s 12 regions have

besn able to focus their efforts to drive more business engagement, through quality delivery of services,
more frequent interaction, and higher repeat customers. The Business Services team also includes the
functional leadership of the Local Veteran's Employment Specialists [LVERs) and 12 spedialty funded Reentry
Employment Coordinators.

DWD engages several key partnars from around the state to enhance the reach and effectiveness of Business
Services. Some, but not all, of the key partners are listed below:

«  Regional Workforce Investment Board Directors + Indiana Economic Development Corporation

«  Regional Business Services Reprasantativas - Local and Regional Economic Development
+ Local and State Political Leaders Professionals

« Workforce development [gaders « The Indiana Chamber of Commerce

« eterans representatives + The Indiana Manufacturing Association

«  Keyleaders in the Indiana business community
including representatives from manufacturing,
medical services, logistics and other key
industries within the state
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ON-THE-JOB TRAINING (QJT)

QUT is an eccupational skills training program, Individuals earn wages while learning new occupational
skills. Employers are relmbursed for costs associated with training new employees. During PY14, 671 Indiana
participants were enrolled in QUT, The number of DUT participants for P¥ 14 |s listed below by reglon:

QITPY14

TOTAL 535

Miainly WIA Adult, Dislocated Worker, and Youth dallars were used to fund QITs. Callactively, 414 OJTs were
funcled by WIA Adult, 48 by WIA Dislocated Workers, and 3 by WIA Youth, Other funding sources such as
Rapid Respanse and Tracde Act were also used to finance OJTs. The types of occupations that particlpants
weere tralned In varled greatly, including Quality Control Systems Manager, Shipping & Receiving Clerk,
Electronic Repatrer, Team Assembler, and Mastic Machine Tool Operator,
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TRADE ADJUSTMENT ASSISTANCE (TAA)

In P14, Indiana had 13 authorized TAA petitions. Approximately 1,500 warkers were aligible for
employment services, supportive services and training consideration. During PY14, 1,349 individuals
participated In TAA. 619 new training participants were added FY14; while 716 participants exited training
during the same period. 72.814% of training participants successfully completed their individualized training
programs.

It should be noted that during FY 14, TAA was operating under the maore restrictive 2014 Reversion Benefits
Law (2014R). This meant that the second & months of PY 14, only the manufacturing sector {not service
sector as uncer 2011 Law) was potentially ellgible for TAA. Workers also had to be separated from thelr
employer (instead of just being under threat of layeff as under 2011 Law). This accounts for the lower
number of new training participants in P24,

TAA was renewed under the Trade Adjustrent Assistance Renewal Act of 1015 (TAARA 2015) on June 29,
2015. The program was renewed through june 30, 2021 under the 2015 law. The 2015 benefit law is very
similar to the 2011 benefits law, with some minor differences. All clients who were eligible under 20147
benefit lav have been transitioned to the 2015 law as of September 28, 2015, All required notifications ar=
being sent to current and potential TAA cliznts,

While economic conditions have generally improved, the expanded pool of potantial TAA participants is
expected to increase in BY 2016 This is due to the broader eligibility requiremants of the 2005 benefit law,
whiich includes both the Manufacturing and Service Sectors, Another factor for the expectad increase is that
workers certified under a TAARA 2015 law petition by the United States Department of Labor (USD0L), only
hawve to meet the “threat of layoff' eligibility threshold. An increase in TAA petitions filed and certified has
been seen in the second half of PY15 and the beginning of PY16 as a result of the Dislocated Worker Unit's
(DWW strategic Initiative to proactibvely ald companies, unions and workers file TAA petitions. This trend s
expected te continue, Regional assistance in implementing this inftiative has been invaluable,

TAM participants may also be co-ennalled in Workforce Investrment Act funded programs based on their need
for services not allowed under TAA,

UEDOLTAEA COMMON MEASURES

PY 14 - INCHANA

Entered Employment Rate 75.84%
Employment Retentlon Rate 51.51%
&-month average earnings 519,011.99

WORKFORCE DEVELOPMENT GRANTS

NATIONAL EMERGENCY GRANT

Beglnning fuly 1, 2013, Indiana was awarded an approximate $2 million National Emergency Grant (NEG)
from the United States Department of Labor. The Indiana Dislocated Worker Training (DWT) NEG award was
utilized to provide education and training in in-demand ccocupations to Hoosiers wha are experiencing long-
term unemployment, have been profiled as likely to exhaust benefits and have barriers to employmeant,
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ELEMENT 5

COMPLIANCE WITH SECTION 504 OF THE REHABILITATION ACT OF 1973, AS
AMENDED, AND 29 CFR PART 38

INDIANA

WORKFORCE

DEVELOPMENT
anD 11s WorkOne cinrers



ELEMENT 5: Compliance with Section 504 of the Rehabilitation Act of 1973, as
Amended
[29 CFR Part 38.7 through 38.9 and Subparts B and C of 29 CFR Part 32]

Indiana’s objective is to provide equitable services to persons with disabilities and to ensure
that all WorkOne offices are compliant with the Rehabilitation Act of 1973, Section 504, as well
as the Americans with Disabilities Act of 1990 (ADA), as amended. Applicable requirements are
communicated through DWD Policy 2007-30 entitled, “Ensuring Nondiscrimination and Equal
Opportunity Access to Individuals with Disabilities participating in Indiana’s Workforce
Investment System.”

Disability Employment Initiative Grant

In October 2012, Indiana implemented the Indiana Disability Employment Initiative (IN-DEI)
grant, which focused on increasing the educational, training and employment opportunities for
adults with disabilities, ages 18-64 who were unemployed, underemployed, and/or receiving
Social Security benefits (SSI/SSDI). IN-DEI served adult Hoosiers with disabilities, be it physical,
developmental, psychiatric, or other non-visible disabilities, in particular, persons who had an
un-redeemed Ticket to Work voucher, disabled veterans or eligible spouses, and persons with
disabilities who had additional barriers in education, training or employment success. Outreach
efforts targeted persons with disabilities who lacked a high school equivalency, were basic skills
deficient, had a criminal record, were homeless, and/or received TANF benefits.

The grant was originally scheduled to end September 30, 2015; however, USDOL granted a six-
month, no-cost extension through March 31, 2016. A few significant activities occurred during
this extension of IN-DEI to increase access and awareness for people with disabilities. Please
see Element 4 for descriptions of these activities that increased access and awareness.

Architectural Accessibility and Collaboration with Partners

In 2010, DWD collaborated with the Indiana Protection and Advocacy Services (IPAS) to conduct
ADA Self-Evaluation Surveys. DWD and IPAS selected twenty WorkOne offices to conduct an
ADA survey. Of the twenty sites, ten were full-service and ten were express. The purpose of
the survey was to identify any accessibility problems with the existing sites to ensure that each
WorkOne office was meeting the requirements under ADA, as well as plan how to make existing
sites more accessible for people with disabilities.

The advocates from IPAS used various tools to complete the survey. These items consisted of a
tape measure, a device for measuring inclines, and a plunger specifically designed to measure



the force required to open a door. The checklist used was the “American with Disabilities Act
Checklist for Readily Achievable Barrier Removal.” Some of the various items surveyed for
compliance were the WorkOne parking lots, restrooms, conference/class rooms, and the
entrance accessibility.

The Local EO Officers attended their respective region’s survey in conjunction with the assigned
IPAS advocate and Disability Program Navigator (DPN). The State EO Officer attended twelve of
the twenty surveys across the State of Indiana.

After the completion of the surveys, the Local EO Officers developed an accessibility report
which summarized the results of their ADA survey. Each report included items that were found
to be noncompliant and explained the plans to make modifications and bring their WorkOne
office up-to-code. The accessibility reports for the twenty WorkOne offices were submitted to
the State EO Officer and serve as a reference for follow-up to ensure the necessary
modifications were completed.

In 2012, the IPAS advocates conducted follow-up ADA visits at selected WorkOne offices within
Regions 4, 6, 7, and 8 to identify corrective measures that were taken after the 2010 ADA
surveys. Follow-up visits were also conducted in 2013 at WorkOne offices within Regions 1, 2,
4,7,and 9. The lead advocate provided a summary report to the State EO Officer listing the
findings. The State and Local EO Officers continue to monitor WorkOne offices to ensure on-
going compliance.

Programmatic Accessibility

DWD’s ROC Division staff and the State and Local EO Officers conduct monitoring for the twelve
regions. Desk and on-site reviews are conducted each year to ensure recipients are complying
with the nondiscrimination and equal opportunity provisions of Section 188 and 29 CFR Part 38.
The reviews generate reports to identify compliance issues, areas where onsite monitoring
needs to be conducted, or areas where training needs to be provided.® When needed,
corrective action is required to resolve any issues. In some instances, follow-up reviews occur
to confirm corrective actions have been implemented.

ROC Division staff conduct Programmatic Monitoring to ensure grantees’ adherence to the
State of Indiana DWD and federal DOL policies and regulations. This monitoring ensures that
mandatory documentation is contained within physical files as well as online in the state’s case
management system (TrackOne).

9 Element 7’s documentation section includes a copy of the monitoring instrument as well as a list of the requested
preliminary data.



As part of the review process, DWD ROC Division staff complete a “File Review Sheet” and
verify that each of the files contains a Grievance Policy and EO Policy signed by the client or,
when required, a guardian. The guidelines for these policies are found in the following DWD
Policies10:

e 2012-04 entitled, “Nondiscrimination and Equal Opportunity Requirements of

WIA;”
e 2012-05 entitled, “WIA Equal Opportunity Policy;” and
e 2007-10 entitled, “Grievance/Complaint Procedures Policy.”

The DWD ROC Division reviews the required EO and nondiscrimination language contained
within each LWSA’s grant agreements, contracts, Memoranda of Understanding (MOU), and
other applicable documents.

Job Qualifications

In order to ensure that job qualifications do not use qualification standards that screen out an
individual with a disability on the basis of that disability, DWD requires its Recipients to have a
schedule for the review of all job qualifications. Recipients must also review employment and
employment-related training selection criteria for compliance, with the exception of those
criteria shown to be necessary for the training.!! Assigned WorkOne staff review job postings
on ICC to ensure postings do not contain discriminatory language or language that would
screen out an individual with a disability on the basis of the disability.

Indiana Career Connect (ICC)

The Division of Disabilities and Rehabilitative Services (DDRS) and DWD entered into a MOU to
better streamline job matching efforts for individuals with disabilities through 2015.
Employers with disability hiring initiatives posted job opportunities on ICC and utilized the
search engine to identify qualified individuals. Complete information on this initiative can be
found in Element 4.

Pre-employment Medical Exams or Inquiries

Recipients may not conduct pre-employment medical examinations or question an applicant for
employment or training as to whether the applicant has a disability or the severity of the
disability. However, Recipients may make a pre-employment inquiry of an applicant’s ability to
perform job-related functions.!?

Confidentiality of Information
Medical condition information is kept in a secured location and kept apart from other files.

10 policies listed are in process of revision for WIOA.
1 DWD Policy 2007-30.
1229 CFR 32.15 and DWD Policy 2007-30.



Participant Integration

Recipients must administer programs and activities in the most integrated setting appropriate,
and possible, for qualified individuals with disabilities. Pursuant to DWD Policy, individuals with
disabilities may not be segregated or provided with separate aid, benefits, services, or training
as a result of their disability.!3

Communication

e Vocational Rehabilitation Services (VRS) and all Workforce Development Boards
(WDBs) have established MOU to list VRS as a mandatory WorkOne partner.

e Enhancement of services to persons with disabilities continues in those locations
where VRS are housed in the same buildings with WorkOne offices. Indiana has a
State referral system between programs such as VRS, rehabilitation facilities, and
educational institutions. These various organizations provide services to persons
with disabilities and network with community, regional, and national organizations
to ensure that this group of citizens is considered for potential employment or
training as appropriate.

e WorkOne offices contain print, visual, and audio materials in multiple mediums to
include Zoom Text software, large key caps, and other accommodations for
individuals with disabilities. Additionally, some WorkOne offices have a full
accessibility workstation. These workstations may include a larger computer screen,
Braille keyboards, and keyboards with large text letters. WorkOne partners have
included assurances in their MOUs to ensure that accessibility and reasonable
accommodations for individuals with disabilities will be met. Periodic EO Monitoring
occurs to ensure compliance with this requirement. A full listing of locations and
items is provided in the documentation section.

e TTD/TTY’s and 1-800 relay services are available in local offices to help ensure
communication to all customers, including individuals with disabilities.

e The IDOA established a new contract for Interpreter Services in December 2014 for
Indiana’s workforce development system. Please see Element 2 for complete
information.

13 DWD Policy 2007-30.



METHODS OF ADMINISTRATION

Element 5 Documentation

E5 - A 2013 ADA Compliance Survey Findings (sample page)
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ELEMENT ©

DATA AND INFORMATION COLLECTION AND MAINTENANCE

INDIANA
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ELEMENT 6: Data and Information Collection and Maintenance
[29 CFR Part 38.37 through 38.41 and 38.54(d)(1)(iv) and (vi)]

Recipients must collect and maintain records on applicants, registrants, eligible
applicants/registrants, participants, those terminated, employees, and applicants for
employment to determine whether the nondiscrimination and equal opportunity provisions of
WIOA are being met.

DWD Policy 2012-04 communicates the following information that Recipients must record:
race/ethnicity, sex, age, and where known, disability status of the specified groups. The records
must be stored in a manner that ensures confidentiality and used only for purposes of
recordkeeping and reporting, determining eligibility for WIOA Title I-funded programs or
activities or other uses authorized by law.

SYSTEM

Indiana Career Connect (ICC): Indiana’s job-matching system may be accessed online or at
terminals in WorkOne offices. The web-based system is utilized by both employers and job
seekers. Employers may post job openings and find candidates. Job seekers can register for
work, find job openings, and use other services, such as resume drafting, available on the
website. DWD anticipates the launch of a new demand-driven workforce system (DDWS) in the
fall of 2016 that will provide job-matching, case management, and data collection services.

TrackOne: Indiana’s case management system, TrackOne, collects and reports data for the
programs administered by DWD. TrackOne receives data from ICC and collects data for
applicants and participants receiving core, career and supportive services under WIOA Title I.
These case management services will be incorporated into the DDWS.

The State EO Officer is able to retrieve and cross-reference Job Service and Ul data and
demographic information from TrackOne. DWD’s Field Systems Unit provides state and
regional WIOA, Job Service, and Ul data to the State EO Officer on an annual basis for review.

Uplink: Uplink, Indiana’s portal for filing Unemployment Insurance (Ul) claims, is accessible
online and in WorkOne offices.

RESOURCES
Hoosiers by the Numbers: Demographic information is collected at Hoosiers by the Numbers,

which provides a demographic breakdown by workforce service area and counties and is
located at http://www.hoosierdata.in.gov.



http://www.hoosierdata.in.gov/

RECORDS

Retention: Certain participant records, particularly those containing medical information, are
secured and kept separate from other information to ensure confidentiality. All participant
data collected is retained for a period of three years from the date of application, and for
complaints, three years after resolution of the complaint.

Logs: Each Region uses the “Customer Service Record (State Form 46001 (R3/4-16))” to log
complaints filed that allege discrimination on the basis of race, color, religion, sex, national
origin, age, disability, political affiliation, belief, citizenship and/or participation in a WIOA Title
I-financially assisted program or activity.

The Local EO Officers submit the “Customer Service Record” on a quarterly basis (April 5, July 5,
October 5 and January 5) to the State EO Officer. The log is accessible online at State Form
46001 (R3/4-16).

ENFORCEMENT

WIOA grant applicants and recipients must notify the State EO Officer of any administrative
enforcement actions or lawsuits filed regarding discrimination. Additionally, the Director of
CRC will be notified of any administrative enforcement actions and lawsuits brought against
them that allege discrimination on one or more of the bases prohibited by WIOA Section 188.

JOB ORDERS

In addition to analyzing data for disparities, the State EO Officer reviews job orders for language
that may have a disparate impact on members of a protected class.

Exclusions: USDOL released Training and Employment Guidance Letter (TEGL) No. 31-11, which
provides information about exclusions based on criminal records as they apply to the public
workforce system and other entities that receive federal financial assistance to operate job
banks, and how such restrictions may have a disparate impact on members of a particular race
or national origin, in violation of federal antidiscrimination laws. The TEGL contains three
notices that, depending upon the circumstances, are provided to employers:

e Notice #1: An employer that submits a job announcement containing restrictions or
exclusions based on arrest or conviction history will have an opportunity to edit or
remove the announcement, to help ensure that the employer and the public workforce
system are in compliance with the law.

e Notice #2: If language is identified in the posting that excludes individuals based on
arrest and/or conviction history, the employer should take this opportunity to remove
or edit the posting as needed to ensure that the employer and the public workforce
system are in compliance with the law. If the employer wishes to post the


file://dwdfilp01pw/SHARED/Oversight%20Division/Equal%20Opportunity%20(EO)/MOA/2016%20Elements/Checklist%20-%20Forms%20-%20Guides%20-%20Posters/Forms/Complaint%20-%20Grievance%20Forms/Complaint%20Log/State%20Form%2046001.xls
file://dwdfilp01pw/SHARED/Oversight%20Division/Equal%20Opportunity%20(EO)/MOA/2016%20Elements/Checklist%20-%20Forms%20-%20Guides%20-%20Posters/Forms/Complaint%20-%20Grievance%20Forms/Complaint%20Log/State%20Form%2046001.xls

announcement as is, the announcement will be posted along with information about
the civil rights laws that may apply to such restrictions.
e Notice #3: If an employer’s criminal record exclusion policy or practice has a disparate

impact on Title Vll-protected individuals, it must be job related and consistent with
business necessity.

JOB POSTINGS

The State EO Officer periodically reviews job orders from the “Widget,” which lists three new
jobs daily from ICC. The three jobs provide a range of education requirements, such as a high
school diploma or equivalent, associate’s degree, bachelor’s degree, or a master’s degree. The
State EO Officer reviews the postings to identify language that includes exclusions based on
criminal records and disabilities. The Widget is located on DWD’s website at
http://www.in.gov/dwd.



http://www.in.gov/dwd

METHODS OF ADMINISTRATION

Element 6 Documentation

E6 - A TrackOne Paper Client Application

E6-B PY15 State and Region Desk Review Data

E6 - C 2015 Race and Ethnicity Hoosier by the Number Data (State and Marion County)
E6 - D 2015 Age Hoosier by the Number Data (State and Marion County)

E6 — E SF #46001 (R3/4-16) Complaint Log




E6-A TrackOne Paper Client Application

CLIENT APPLICATION

Stale Form 55301 (R2 ! 6-15)
INDIANA DEPARTMENT OF WORKFORCE DEVELOPMENT

Thils Agency is reguesting disclosure of your Soclal Security Number under federal regulstions at 20 CFR 603.3 In order to assist you in ebtaining
employment and training services. Disclosure of this Information |s mandatory. Fallure to provide any information may prevent this form from
belng processed. This information is needed to make efigibllity determimation under 29 U.5,C. 2864{d). All firancial information that you provide
shall remain confidentlal according to IC 4-1-6-2. Disability status information is requested for purpase of record keeping and detarmining your
eligibility fer programs. Yeur refusal to provide the Information will not result In adverse trestment. The Enformation obtained will be maintained
confidentially.

Date of Application (rmm/dafyt
Date of Program Participation (mmdddAqw:
Organization:

Basic Client Information

MName:
Address:

ZIP Code:

City:

State:

County;
Telephone:
Emazil Address:
Birth Date fmm/ddmy:
Age:

Gender:

Additional Client Information

Social Security Number:
Citizenship:

Citizenship Documented by:
Hispanic/Latino Ethnicity:

Did Mot Self-ldentify Ethnicity:
American Indian/Alaskan Native:
Asian:

Black/African American:
Hawalian/Pacific Islander:
White/Caucasian:

Did Nat Self-ldentify Race:
Selective Service Registration (kales barn after December 31, 19548):
Selective Service Number:




Veteran Status

Veteran <= 180 days active US Military Service:
Veteran >180 days active US Military Service:
Disabled Veteran:

Other Eligible Persomn:

Title 10 Activated:

Transitioning Service Member [TSM):

Not a Veteran:

Other Characteristics

Disabled:

Poor Weark History:

Locally Defined Barrier:

Local Barrier Description:

Basic Skills Deficient Language Score:
Basic Skills Deficient Math Score:
Basic Skills Deficient Reading Score:
Limited English:

Substance Abusa:

Offender:

Fregnant Youth:

Parenting Youth:

Youth-Needs Assistance:

Homeless Youth:

High School Dropout:

English Language Learner:

Subject to Juvenile or Adult Justice System:

Reviewer Information

Interviewer: Interview Date fmm/ddfei:

Reviewer: Review Date fmm/ddin):

I certify that all infarmatien Is true and comect to the best of my knowledge and | autherize the verification of the infermation | have
pravided. § understand that my Social security Mumber will be used only by programs to provide optimum employment and training
assistance, to identify and verify my records in the Workforce development System and Welfare department, and for statistical
program evaluation and reperting. | also understand that since | am applying for employment and training assistance services for
wihich | might receive taxable income, | must, under law, provide my Sacial Secarity Number for purposes of Federal Income tax and
Social Security Tax deductions. | understand | could be terminated from the program if | am found ineligible after enroliment. |
understand | may be prosecuted for providing false information. My rights and responsibilities as an applicant or participant have
been presented to me.

APPUCANT SIGNATURE DATE SIGNED {mm/da
OTHER SIGMATURE IF REQUIRED — (a) Obtain the signature of a parent or legal guardian if the appllcant is under clghteen (18)
{unless married or head of a howseheld); ar, (b} if the applicant is using the Income of 2 parent, lagal guardian, or ather family
member who provided fifty-one (51) or more percent of the applicant’s suppert during the eligibliity determination period, that
person must sign the application, Date the receipt of the other signature, When "ather signature" is required, Identify hisfher
relationship to applicant,

SIGNATURE __ DATE SIGNED {mmydy) RELATIONSHIP




Emplayment Informaifon — States 3% Particlpation

Current Ernpkmment Stalus:

Unemiploym=nt infurance Compensaticn Status:

Numberof Weeks Unemploped within Past Twenby-Six {26) Weeks;
Employment Service SRS

It Besirve W sekart

Distocated Workoer/ Trade Adjustment Asslstance

Emphayer ot Oisiocation:

Job Tk

Ioh Start Dabe fnmfsdbel
ioih End Date fmmgfiddel

Hoorly Wags:

Hivas Worked per Wesk:

Dishotaled Weoker Cals=gory:
I Disloecabed, Cesoribe tha CDroumstanoes:

Ladd off from TAA Certfied Enployer
Ernpleyer Loacation:

T Petition Mumbsr:

Storte bdentifesr:

Farm W oricer or Migrant Food Procassor

Farmirg Lag Tweahoe [12) fanthe

Family/Incame

Fuirdly featus;

Wumbi=r in Fambhy:

Aespansible for Depandant Child < Eifieen [18E

Famdy Incme For Prayvieds Six (Bl Morths [inchadab ke Income):
ameieys

Township Trastes Acsistan o

SMAP Food Starmgs:

TANF:

General Aslstance;

Fafages Cash AZlsramoe.

free or Reduced Lunch:

Soclal Seourity Disab@ty Insurmnoe (5504):

35| Title 30

Lo Incame:

Aecenty Aeleasad Flan (wehin Bt tweue |12} mosdhs)
Artlve Vg sthen sl Rehabidltatlon Plan:

Education information

Schonl $ladus at Panidpation:
dIghast Grage Completed:
AEE Sieen (16} o eventeen {17) Mot stiending School withen the Micst Recent Schecd Calendar Quarktes




Program Application/Enroliment
AVAILABILITY OF FUNDS & GRIEVA HES
| enderstand and agree to the following program limiations and have discussed them with & WerkOne staff persea, Enrodimeant into programs avallabla
thraugh 8 WorkOne offics, which adrminister the Wtdoree Innavation and Opportunity Act [WIGA) The WorkQne office does not guarantee
emaloymesnt andfor training to particlpants. Any change in funding or program emphastic may necssitate changes it parbdpant activities. WorkOne
administrative staff will haws absclute discretion in the utilization of availabl funds, This agreement partains to all participants in a1l programs in this
sarvice defivery aren.
Grigvance Procadures As an appllcant for, or participant in, the Workforce Innovation and Cpportunity A programs{s], yau have a right 1o file 3 glevance If you
fealﬂhurl: hishﬂl-n a violation of the implementation of the Actis], the regulations, the grant, or any other agreements under the Actfs]; 1 you Peel you have been
diseri Ll af age, dissbllity, sex, race, color, refigion, natian origin, or politcal afiillation, or belief, or if you feel there has been fraud, criminal
Bhuse, nrn‘lher criminad activity, If you would ke 10 discuss 3 complaing, please contact the WorkDne Center in the county in which the incident ccourred, If your
complalnt is not resolved 10 your sstisfaction within three working days; you will be referred to 3 Grievance Officer, The Grievanes Offices will assist you with the
subsequent steps of the process, A complete copy of theGrievanoe Procedure is availale if you desire to have it By Signing below, you acknowiedge your right to file
& grievante has been explzined, a summary of the procedures have been ghvan ta you, snd a complete capy of the process hes been made avallable to you.
THE EQUAL OPPORTUNITY LAW & GRIEVANCE PROCEDURES
It e mpatnst the taw for this recpient of Federal linandal assistance to discriminate on the following basis: against any individual in the United States, on
the basis of race, color, relighon, sax, natianal origin, age, dissbliilty, political affiliation or belief; and ageinst any beneficiary of programs fimanclally
amsisted under the Warkfores Innovation and Dpportunity Act (WIOA), on the basts of the baraficiany's citfzenship/status 553 lawfully admitted mmigrant authortzed
to work in the United States, of his/her pasticpation In amy WIOW financially asgisted pragram or activity, The recipient must not discriminate in zny of the follawing
areas dociding who will be admitted, or have access, to any WIOA financily assisted program of activity; providing opporiunitied in, or treating any persan
with regard ta, such 8 progeam or Bctivity; or making employment dedsions in the administration of, or In connection with sach a program or BCtivily.
Grigvance Procedures
IFyou think you have been subjected o diserimination under 2 WIDA fimancially assistod program or acthity, you may file 3 compliant within 180 days from the
aleped violation with either: The WarkOne Center Equal Opportunity Oificer; or the Director, Civil Rights Center [CRC), U.S. Department of Labar, 200 Corstitutional
A, W, Bm, 2123, Washingion, OC 20210, f you file a complaint with tha reciplent, you miest wait efther untll the recipient issues 2 written Maotica of Final Action,
of until 90 days are padsed (whichever B soaner), before MBng with the Civil Right Center {CRC). IFthe recipient dors not ghve you a written Metice of Final Acion
within 3 days of vour complaint, you do ot have to wait for the recipient to Bsue that Notice before fling a complaint with the CRC. However, you must file your
CRE complalnt within 30 days of the 30 day deadline {In other words, within 120 days after the date on which you fllad your complaint with the recipient]. Fthe
recipient does give you a written Netice of Final Action on your complaint, but you ars dissatisfied with the decision or resolution you may flie a complaint with CRE,
Yo must file vour CRC complaimt within 30 days of the date on which you received the Notice of Final Action,
RELEASE OF INFORMATION AUTHORIZATICON & CONSENT FOR RELEASE OF [NFORMATION
Relzase of Information Authortestion
|, the undersigned, do hereby authorlze any and all persons, firms, and entides of any kind o charactes 1o release to the WorkOne Center upan pressmtation of
this autharization, any and all information that such persans, firm or entiny may have with regards to me, Including, but not Smited 1o, copies of parsonal files,
past history, or present status, This informatizn may be divilged to the WerkOne Center upan written request that accompanles a signed cogy of this
authorization. Any person, firm, or entity, governmental or ctherwise, releasing information hereundes is herehy releaged fram amy and all lizbity of any kind or
character because of such retease to WorkOne, The WoerkQOne Conter will keap any such record in the strictest of confidence and only for purposes far which
WorkDne has been fermed,

|, the undersigned, do hereby authorize WorkOne to release any informatian from my personal files to any agency or Individeal for the purpese af expediting the
service that WorkOne will procure for me. | understand that | have the righl 1o resiew any and all such persanal information ar other infarmatlen pertaining to ma up
on written requiest, | further undesstand that this Infarmation is to be usad to determine elighbiity, for verification, statistical analysis, and For reporting data as
required by federal law, 2nd to aid in procurement of services for me. | hereby relesse and discharge WorkOne of any abllity of any kind or character with mspect to
tha release of information hereln suthorkzed. The records so released will be b the strfetest canfidencs and be used only for these purposes far which WarkOne
was formed.

EMPLOYMENT ELISIBILITY VERIFICATION [1-3 form}
|, the wndersigned, attest, under penalty of pecjury, the documents that | have presemted as evidence of identity and employment elighility aro geniine and relsts ta
. | am awane that federal law provides for imprisosament and,'or fina far any false staterments or use of falie dotuments in connaction with this cortificate.

SIGMA CE ES THAT | HAVE READ AND UNDERST) i}
SHSNATURE OF APPLICANT, DHATE SSGNED )
SHRNATURE OF PAREST/GLUARDIAN (IF A PPLICARLE] OATE SIGNED frrmy /a5, SISMATURE OF WORKIHIE STARF
STAFF SIGNATURE CERTIFIES THAT DOCURMENTS HAVE BEEN EXAMINER

CERTIFICATION: | Bttest, under penalty of pedury, that | kave examined the documents presented by the above individusl, that they appear to be genuing and to
retate ta the Indhvidual named, and that the ndividual, to the best of my knowledge, is eligible to work in the United States.
SISNATURE, NAME (FRINT OB TYPE] TITLE.

EMPLOVER MAME ADDRESS, THATE fresvesy iy




E6-B

PY15 State and Region Desk Review Data

DESK REVIEW DATA
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E6-C 2015 Race and Ethnicity Hoosier by the Number Data (State)

Race and Ethnicity: Hoosiers by the Numbers Page 1 of 1

IDWD Research and Analysis

Population by Race in 2015
56581607 [ Whas
G35 645 IR Black
141,740 ) Agian
28,656 T30 Am Ind
4,145 B How Pachic led
125.882 IR 2 ormers

Percent Change
Total From 2000 Percent Distribution

Indiana in 2015 -

All Races 6,619,680 8.7% 100.0%
White 5,681,607 d4.5% B5.8%
Black 636,646 22.8% 9.6%
Asian 141,740 129.6% 2.1%
American Indian/alaska Mathve 26,656 58.2% 0.45%
Hawaiian and Other Pacific |slander 4,148 T73.6% 0.1%
Two oF mare races 128,882 126.9% 1.9%
Hispanic or Latino 441,909 103.3% 6.7%
Mot Hispanic or Latino 6,177,771 2.2% 93.3%

Sgurce: LAS, Census Bureay
Notes: Total mincrity is the sum of all races excluding white; this sureming can result in some duplication since Hispanics can be of
any race;

http:ffwww hoosierdata.in, govidpage printasp?id=6&view number=1&menu_level=&pan... 962016




. HOOSIERS BY THE NUMBERS

L Your source for workforce data from the [ndiana Department of Workfor

Race and Ethnicity

Data Help & FAQS Additional Resources

This output provides population numbers for the various race groups and Hispanic ethnicity,
Hispanic is considernd an ethnicity and not a race; thus, someane can be awhite Hispanic, a black
Hispanic, etc,

Source; ensus Bureau decennial population counts and annual population estimates

Frequently Asked Questions
+ How is race defined?
The U.5, Census Bureau complies with the Office of Management and Budget's standards
far maintaining, collecting, and presenting data on race. These guidelines generally reflect a
social definition of race recognized in this country. They do not conform to any biological,
anthropolagical, or genetic criteria.

Can dato users compare data by race from Census 2000 and subsequent estimates with
previous census data?

Data on race from Census 2000 are not directly comparable with those from the 1990
census and previous censuses due, in large part, to giving respondents the option to report
more than one race, Other factors, such as reversing the order of the questions on race and
Hispanic origin and changing guestion wording and format, also may affect comparability.

Why didn't the Census Bureau allow respondents to report more than one roce in previous
censuses?

The decision to use the instruction "mark one or more races" was reached by the Office of
Management and Budget In 1997 after noting evidence the increase in children from
Interracial unions and the need to measure the increased diversity in the United States,

What are the race groups that federal agencies are to use to comply with the Office of
Management and Budget's gifdance for civil rights monitoring and enforcement?
The categories (made available in OMB Bulletin No. 00-02, "Guidance on Aggregation and
Allocation of Data on Race for Use in Civil Rights Monitoring and Enforcement”) to be used
arg;

« American Indian and Alaska MNative

hitp://www. hoosierdata.in.gov/dpage.asp?id=G&page path=&path_id=&menu level=&pan... 962016




Race and Ethnicity Page 2 of 2

o Asian

« Black or African American

+ Native Hawallan and Other Pacific Islander

o White

o American Indian and Alaska Matlve and White

= Asian and White

« Black or African Amerlcan and White

« American Indian and Alaska Natlve and Black or African American

» Greater than 1 percent: Flll in If applicable with multiracial combinations greater than
1 percent of the population

« Balance of Individuals reporting mere than one race

This webslte is powered by STATS Indlana and the lodiana Department of Workforce Develapment,




E6-C 2015 Race and Ethnicity Hoosier by the Number Data (Marion County)
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E6-D

2015 Population by Age: Hoosier by the Numbers Data (State)
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Population by Age: Hoosiers by the Numbers Page 2 of 2
517 53,737,830 10,659 0. 0%
181024 31,219,802 -264,065 -0.8%
251044 84,726,985 (45,402 .8%
45 to 64 24,085,980 525,030 0.6%
65 plus 47,760,852 1,559,122 3.4%

Source: LS, Censis Bureay

httpe/iwww hoosierdata in.gov/dpage print.asp?id=5&view number=1&menu_level=&pan... %6/2016



E6-E SF #46001 (R3/4-16) Complaint Log

COMPLAINT LOG
Stale Form 46001 {R2 7 4-16) .
IMDIANA DEPARTMENT OF WORKFORGE DEVELGFME

Related To Refer To Pending
OFFIGE:
reiodl s H
NAME OF CONTACT PERSON: sifel g gg £ T g - £
g4/ > £E g me 5 ifleg|lez|d
£ gg 181§ (3811 &z EVE(zB|E |
QUARTER ENDING: I UZL|28]| 2 EEN EL Elelzda |83
IR R R B § i
2 2
Complainants Hame & Address Respondent sx|eg )| @ § H & £

Disposition

Enter Number in Discrimination Column { ¥ applicable )

1.Race, 2.Color, 3 Religion, 4. Sex, &. Nefional Origin, 6.Age, 7.Disabiity, 8. Polical Affifiation or Belief, ¢, Citizenship, 10. Participation in WIOA Titie 1




ELEMENT 7

MONITOR RECIPIENTSFOR COMPLIANCE

INDIANA

WORKFORCE

DEVELOPMENT
anD 1Ts WorkOne centirs



ELEMENT 7: Monitor Recipients for Compliance
[29 CFR Part 38.54(d)(2)(ii)]

DWD is in process of revising procedures for the periodic monitoring of programs and activities
operated under WIOA Title I. Current procedures mirror those established under WIA and can
be found within DWD Policy 2012-04 entitled, “Nondiscrimination and Equal Opportunity
Requirements of WIA.” The purpose of the policy is to communicate the nondiscrimination and
equal opportunity requirements to entities receiving WIOA funding.

The coordinated efforts of the State and Local EO Officers and the DWD Regulatory Oversight
and Compliance (ROC) Monitoring Unit ensure monitoring and compliance of the Workforce
Service Areas.

Monitoring
Each of the twelve regions are reviewed for compliance with the nondiscrimination and EO

requirements of Section 188 of WIOA and 29 CFR Part 38 through a combination of data
analysis, desk review, and onsite monitoring. If the analysis of data reveals disparities in
services rendered, the State and/or Local EO Officer will conduct a follow-up investigation to
determine if the differences are due to discrimination. This will be done through a variety of
techniques such as interviews and records review.*

Monitoring is based on:

e The review and analysis of data output reports from the TrackOne System and the
Hoosiers by the Numbers Research and Analysis website;

e Complaint records;

e Reports from DWD Oversight Program Monitors or other interested parties; or

e Demographics and geography.

Data Analysis
DWD'’s Field System provides State and regional data to the State EO Officer on an annual basis.

The data represents Adults, Dislocated Workers and Youth, and provides a breakout of the
following categories:

e Applicants;

e Eligible Applicants;

e Participants;

e Positive and Negative exits;

e Information/Self Core Services

14 Documentation section includes selected pages from previous monitoring guides, monitoring schedules,
guides/tools, announcement letters, reports, etc.



e Career Services;
e Enrolled in Training (Actual Start Date); and
e Completed Training.

When data is received, the State EO Officer will use the 80-20 percent rule outlined by CRC to
identify disparities. If disparities are located, the State EO Officer will conduct a follow-up
investigation to determine if the differences are due to discrimination. This will be done
through a variety of techniques, such as interviews and records review.®

Desk Review

Each of the twelve regions receive yearly desk reviews, which consist of completing a
monitoring tool and submitting preliminary data. The State EO Officer and/or Local EO Officers
review the information to identify areas that require training or regions that need to receive
on-site monitoring for further investigation. The monitoring instrument is modeled after the
nine elements of the WIOA MOA:

e Element1: Designation of Equal Opportunity Officer (29 CFR Parts 38.23-38.28);
e Element 2: Notice and Communication (29 CFR Parts 38.29 — 38.36);
e Element 3: Assurances, Contracts, Job Training Plans, Policies and Procedures
(29 CFR Parts 38.20 — 38.22);
e Element 4: Universal Access (29 CFR Part42);
e Element5: Compliance with Section 504 Disability Requirements (29 CFR Part 38.37);
e Element6: Data and Information Collection and Maintenance
(29 CFR Parts 38.38 — 38.41);
e Element7: Monitoring Recipients for Compliance (29 CFR Part 38.54(d)(2)(ii);
e Element8: Complaint Processing Procedures (29 CFR Parts 38.70 — 38.79); and
e Element9: Corrective Actions and Sanctions (29 CFR Part 38.54(d)(2)(vii).

On-site Reviews

The State and Local EO Officers will conduct periodic onsite reviews to ensure that the equal
opportunity and non-discrimination provisions of Section 188 and 29 CFR Part 38 are met. On-
site structural accessibility, parking for individuals with disabilities, designated restrooms,
appropriate signature, program accessibility and effective communication with persons with
disabilities are some of the elements monitored. Onsite reviews will also consist of interviews
and records review. WIOA training regarding monitoring is planned within the next year.

DWD Oversight Monitors include elements of the EO review in their annual onsite monitoring.
These elements include the following:

e A review of EO policies;
e EO Notice requirements;

15 A sample of the data and the 80-20 percent calculation is included in the documentation section.



e Complaint procedures;

e Areview of contracts, training agreements, and Memoranda of Understanding for
required verbiage.

Findings

A post-review report is issued by the State or Local EO Officer to the recipient within thirty days
of the exit conference. This report recognizes positive performance and practices where they
exist, sets forth issues that must be resolved, describes findings of noncompliance in a concise
and specific manner, and states specific corrective action to be required, including deadlines for
completion.

Corrective actions those activities undertaken by the recipient in response to EO deficiencies
discovered by the EO Officer. EO deficiencies can be placed in two different categories.
Technical difficulties are deficiencies that do not involve discrimination and the others are
deficiencies involving discrimination. DWD Policy 2002-34 entitled, “Sanctions Policy” provides
guidance to the workforce investment system regarding implementation of sanctions.



METHODS OF ADMINISTRATION

Element 7 Documentation

E7-A SF #45153 (R3/6-16) - Record of Complaint Information
E7-B PY 14 Announcement of Monitoring Visit

E7-C PY 14 Sections of the Program Monitoring Guide
E7-D PY 14 Fiscal Monitoring Guide

E7-E PY14 Monitoring Schedule

E7-F PY14 Internal Control Matrix

E7-G PY 14 Sample Monitoring Report

E7-H Risk Assessment Tool

E7 -1 PY 15 Sample Announcement of Monitoring Visit
E7-J PY 15 Sections of the Program Monitoring Guide
E7 - K PY 15 Fiscal Monitoring Guide

E7-L PY15 Monitoring Schedule

E7 - M PY15 Internal Control Matrix

E7 —N PY 15 Sample Monitoring Report




E7-A SF #45153 (R3/6-16) - Record of Complaint Information
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E7-B

PY14 Announcement of Monitoring Visit

INDIANA

WORKFORCE

DEVELOPMENT

ant 17 WorkOne cenrens

TO: Region X WIB Chair Region X WIB Stafl

FROM: Thomas Brown
DWD Grant Oversight Supervisor
Department of Workforce Development
TWBrown@dwd.in.gov

DATE:

SUBJECT: Announcement of Monitoring Visit

Please read this memo in its entirety, as some significant changes have been made from previous
information requesis.

Department of Workforce Development (DWD) Oversight Division staff will arrive to conduct
monitoring of your WorkOne Integrated System as shown below:

Date:

Time:

Duration: Mol more than five (5) days

Exit: Method and time will be determined during the monitoring visit

Requested Items Due:
Please be aware of the following:

* Please provide the name and contact information for the person in your orgamzation who will
serve as the coordinator for this monitoring wvisit to me, Thomas Brown, at
TWBrowni@dwd.in.gov upen receipt of this memo;

o Please submit all items electronically (i.e., e-mail, flash drive, or disc). Any reguests for
an exception must be submitted to DWD Oversight upon receipt of this letter;

*  The monitoring pericd for this visit is the current program year which began July 1, 2014, but
may be extended, as necessary. [t alse includes any Data Validation conducted in the current
program year. Client files selected for review will include only clients active during the current
program year, but the entirety of the file will be reviewed;

o Monitoring of fiscal services provided by Crowe-Horvath will be conducted at their
Indianapolis offices. Those visits will be coordinated with Carla Crowe of Crowe-Horvath;

e A listing of participant files to be monitored will not be sent in advance, and the files selected
will not be disclosed unless further documentation-—-beyond TrackOne—is required. Any

Aachnel B, Penve, Sovermne 13 I Benale Avenbe Plwha: 317 2327670
Sapven B, Brawa, Cesmigiioner | rlipnapolis, 1IN $6209-2207 Fas: 3728040058
warw I govilead

An Excanoimic Devaloomerda Parinar



Announcement of Monitoring Visit
April 21,2015
Page 3 of 3

Docoments

Listing of all procurements of over $100K made during the monitoring period. Please
indicate which of the following procurement methods was followed:

+ Non-competitive Proposal/Sole Source transactions;
+ Sealed Bid/Invitation for Bid transactions; or,
+ Competitive Proposal/Request for Proposal transaction

'Listing of all equipment purchases of over $5K made during the monitoring period

Monitoring policies, instruments and schedule
Amounts and funding sources for any bonus awarded since July 1, 2013, and the criteria used |
to determine the awarding and the amount of the bonus

Meeting agendas and minutes from WIB meetings and Youth Council meetings for the
prior twelve (12) months (including any executive sessions)

A listing of OIT clients and contracts active during PY 2013 and 2014

A lisli:l:lé.i;.l‘éll service providers (inchiding the WIA category being served and contact
_information for each provider)

Cupy of current inventory listing
Worksheet used for last inventory

A listing of any pre-paid program items
Copies of AER’s and the associated trial balance

Bank reconciliations perfcrm;.an.:l for the monitoring period
Most recent payroll run and the supporting timesheets

Copies of sub-recipient and internal -monituring report(s) with work papers
Complaint log and file

Procedures established to minimize the time between the transfer of federal funds and the pay |
out of funds for program procurement files for contracts and RFP’s

Corresponding procurement files for contracts and RFP's
Copy ofpmpéﬁy lease(s) o

Copies of credit card statements for the monitoring period, with WIA-funded transactions
highlighted

Policies - Procurement, l:'.mplnye; handbmk, Property Management, Monitoring !
PY' 2014 - Internal Control Matrix (attached) |

Please feel free to contact me at TWBrown{@dwd.in.gov should you have any questions. Thank you in
advanee for your cooperation.

Attachment (1)

cc¢: bsuman@workonene.org




Announcement of Monitoring Visit Attachment

The following items are due to Thomas Brown by noon on Friday, January 17, 2014,

Documents Necded for Monitoring

Dmgnt :

| Electronic

Cost Allecation Plan and resource sharing agreements;

Accounting procedures manual;

The most recent A-733 Single Audit Financial Stawements;

Chari af Accounis;

Detailed year-to-date ledger(s) for all DWD funded grants and initiatives—

_including cost pools and purchasing journal;
Current organizational charts {with names and titles) for the WIE Staff, and
Service Providers; as well as current job descriptions for each position:

Current WIB composition chart, including name and entity represented, and
any Board vacancies;

Youth Cnuncil_ocnn]xml:tilm chart (if applicable), including name and entity

| represented, and any Council vacancies;
? By-laws and articles for the WIB;

| Listing of all bank accounts and authorized signatories for the fiscal period
| beginning July 1 to current;

{ A list of all contracts that were open du':_inE the grant period including dollar
amount, and the type of contract {i.e., cost reimbursement, fixed unit
price)—this includes contracts for Service Providers, Audit, Personal
Service Agreements, Fiscal Agent, and Consultants;

List of all One-Stop partners and associated MOTs;

: Listi.:.!g of all procurements of over $100K made during the monitoring
| period. Please indicate which of the following procurement methods was
| followed:

+ Non-competitive Proposal/Sole Source transactions;
# Sealed Bid/Invitation for Bid transactions; or, !
+ Competitive Proposal/Request for Proposal transaction;

Listing of all equipment purchases of over $5K made during the monitoring
period;

Monitoring policies -- instruments — schedule; i

Amounts and funding sources for any bonus awarded since July 1, 2012;

Mumiﬁg'égcndas from WIB meetings and Youth Council meetings for
the prior twelve {12) months {including any executive sessions);

Page | of 2
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PY14 Sections of the Program Monitoring Guide
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Indiana Department of Workforce Development
Oversight Division

Programmatic Monitoring Guide

Operational

Workforce Investment Act

WIB:
DATE(S):

MONITOR(S):




* Determine if & participant chooses to take a loan, that they will be [] Yes [] Na N.FA'I
counseled and that that counsaling will be documentad?
Comments:

F. Assessment & Case Management Process

1. Does the local policy identify gateway activities and describe the circumstances [[] Yes [0 No ] N/A
for when specific gateway activities will be used?
Comments:

2. s assessment an on-going activity that continues throughout a participant's T Yes [ No [ N/A
relationship with the intensive and training services?
Comments:

3. Does the policy include whether intensive and training funds are limited and i1 Yes [J No [ WN/A
the PI'IUI'TW for EDCGSS|HQ?
Comments:

4. Does the policy inciude the criteria for determining whether employment leads [ Yes [] Ne [ N/A
to self sufficiency?
Comments:

5. Does the policy cutline the conditions for accepting non-WIA assessments? [ Yes [ Ne ] N/A
Comments:

6. Does the iocal policy provide for the review and updsting of employment plans [ Yes [] No [ ] N/A
for adults and dislocated workers?
Comments:

7. What is the Region's definition of “self-sufficiency™?
Comments:

8. Do you know what the average caseload is per case manager in your region? [ ves [] No[] NiA
Comments:

Grievance Policy! Procedures

1. Does the local area have a policy/procedure for resoiving grisvances alleging [1 ves [0 No [ Nia
violations of the Workforce |nvestment Act? (Request a copy from the Regional Operator)
Comments:

2. Does the policyiprocedure include information that:

»  Anyone may file? ] Yes [] No ] NiA
Comments:

= Grievance must be filed within one (1) year of the alleged viclation? [ ves [] Mo [J NA
Comments:

= Shows the procedures for an informal resclution? ] ves [ No [J WA
Comments:




»  Shows the procedures for a hearing; including taping?
Comments:

» Enfities have sixty (60) days to reselve the grievance?
Comments:

»  Grievances may be appealed to DWD when no decision is reached afier
sixty (B0) days at the local level or if either party is dissatisfied with the
decision?

Comments:

= The grievance may be appealed to the US Secretary of Labor within sixty
{60) days of receipt of appeal?
Commaents:

= Are all grievances listed on the quarterly complaint log?
(If yes, obiain a copy of the most recent iog.)
Comments.

3. |s the required non-discrimination notice part of the participant fila?
Comments:
H. Youth
1. Does the youth assessment include:

= A review of basic skills?
Comments:

* Occupationai skills?
Commants:

»  Prior work experienca?
Comments:

= Employability?
Comments:

= |nterest and aptitudes?
Commer_ﬂs:

=  Support services needs?
Comments:

» Developmental needs?
Comments:

2, Are Individual Service Strategies for clients contained in all files reviewed?
Comments:
3. Do the services strategies include:

»  An employment goal or plan?
Comments:

1 ves [ Mo [] MNia
[0 Yes 1 No [] N/A

[ Yes [] No [ NiA

[ ves ] Mo ] NA

[0 Yes [ Ne [] WA

O Yes [ No [ Nia

[ Yes [J Ne [ NA
[ Yes ] No [ N/A
[ Yes [] No 1 NA
O Yes [ No [ N/A
[ Yes [ No [J N/A
[ Yes [J No ] WA

[ Yes [J Mo [[] N/A

[0 Yes [] No [J WA

[ Yes [J No [] Nia




Confidential Information and
Document Security

Yes

NiA

Relevant
Policy

J-1

Identifying information, including SSN's,
addresses, dates of birth, employer account
numbers, and Federal identification Numbers are
safeguarded.

[1Yes

M wNia |

] No

200746

J-2

Reasonable efforis are made fo prevent
confidential records from being cbtained or
misused for any unauthorized purpose.

[ ¥es

] NA

[ Ne

2007-48

J-3

T When a desk or work area (including printers,

copiers, and fax machines) is left unoccupled,
confidential and/or privileged information is not left
unattended.

LlYes

[ NiA

INo

2007-45

J-4

Employees are not permitted to take State of
Indiana electronic or paper records off work
premises to be utilized for personal reasons.

[]Yes

[] NiA

[ MNe

2007-45

J-5

Social Security Numbers are not disclosed to
unauthorized persons or entities.

[1¥es

O NA

[1No

2007-46

J-6

When employees are not working directly with
confidential documents, these documents are filed
or stored in drawersicabinets to prevent
inadvertent disclosure of information.

[]Yes

] Na

] Ne

2007-45

Employees only access confidential information to
the extent they have permission or authority to
access.

[lves

] NIA

I No

2007-45

" Employees do not leave voicemail messages that

contain Social Security Numbers,

i [] Yes

||:1Nm.

] No

2007-48

Comments:




Relevant, -

SO <o gl P?“"“?ﬁiﬁ) | Yes | Policy -
IF dﬁcdﬁéﬁ’t destruction services are pmc:.nreﬂ, | T
there is a written agreement to adhere to the
standards of Policy 2007-16 between the [Oyes | [ NA | [Ne 2007-42
K-1 | Regional Operator and the document
destruction company providing the servics.
Documents are destroyed in such a manner as
K-2 | to ensure information contained on the records [Iyes | 1 NA | C]No 2007-42
is unidentifiable.
K3 Documents are destroyed in a secure location. Cves | [ NA | [INo 200742
Employee notes and documents containing
confidential information such as SSN's, that are
K4 1o subject to the records retention policy, must Cyes | O NA | [ONo 2007-46
be shredded. . _!
Confidential records are not discarded in trash
K-5 | bins, recycling containers, or ather publicly 1 No 2007-42

accessible locations.

[]¥es 1 NiA

v

. Commentsy - 5L i L




LR Workplace Safety and s@&mw) Yes | 'NIA | No ,*-_Rg"‘:".a!"-t.
P Co o N e b e e | Poliey
Policy established that prohibits the I T
i L-1 | possession of weapons. Cyes | [ A [JNo 2008-06
| Employee unauthorized use of cameras,
L2 |including cell phone cameras is prohibited [OYes | [0 NA | ElNo 2007-45
from use on the premises. .
Does office have a written emergency Admlnis&?:a;u;—
L-3 response plan? [Jyes | LI NA [JNo Inguiry i
Does the office have a policy regarding Administrative
L4 | hazardous chemicals? Ces | [ NA | [INo Inguiry
Employees do not share computer passwords
L-5 | with fellow workers. Cvyes | [ NA | [ONo IRUA
Computérs are used by employees in ) N
compliance with the Information Resources
Use Agresment (IRUA) which is a statewide
policy intended to improve the state's
L-6 | information security and guide state [JYes | [1 NA | [INo IRUA
employees regarding appropriate use.
(hitp:/herww.in.gov/iot/IRUA. htm)
" Does the office utilize security cameras? If so,
how many cameras are there and are they Administrative
L-7 currently monitored by an alarm company? [(Jves | LI N/A | [No Inquiry
Does the office utilize on-site security such as | Administrative |
L-B | 3 security guard or off-duty police officer? CYes | LI NA T [Ne Inquiry

Comments:




e,

' Employee Notification >

‘I"ES

MA,

Relavanf_'
Policy -

Employees were made aware of ethics ruies T

which prohibit benefiting from, or permitting
any other person to benefit from, confidential
information as further outlined at

hitp:/fwww.in.gov.fig (Indiana Inspector
General's Office.)

[[]Yes

L] NiA

1 No

2007-45

Employees were made aware that DWD
adopted a zero tolerance policy for
employees who fraudulentiy file for
unemployment benefits or public relief while
currently employed at DWD.

[ Yes

[ N

[INo

2007-39

M-3

Employees were made aware that, when
injured, State Form #34401 must be
completed and sent to HR immediately

(] Yes

O NA

i O No

2007-40

-4

Employees were made aware of tort claim
procedures involving non-employees for
accidents/injury to person/property.

[JYes

[ N/A

[ No

200740

M-5

Employees were made aware of procedures
in responding and reporting customer
incidents involving workplace viclence and
possible actions if such conduct ocours.,

] Yes

L NA

Mo

2009-08

-




_Relevant

.| EEQ Compliance &w?.r@ng ﬁ?paamn; | | ‘“f A1 ; N"F‘.'_' ._ -N':f o E?‘Iih? it
s there EEO signage posted in a highly visible : '
N-1 area within the WorkOne? CIyes | LI NA | [ONo 2008-04
Is the EED signage formatted for non-english .
N-2 | speaking individuals or individuals with visual Clves | [0 NA | [INo MT:;'ﬁ}';ma
| impairments?
i Administrative
Is there ample room for parking for both
N-3 | WorkOne employees and clientele? D Yes | LI NA | [INo Incquity
Is the WorkOne building itself in an accepiable Administrative |
N-4 | functional condition? [J¥es | [ NA | [INe Inquiry
Are the grounds of the WorkOne facility in Administrati
| N-5 | good condition and free from excessive trash [JyYes | [ NA | CINo “I‘r'ln'ﬁig ve
1 or clutter? q
if any ﬂa'g_s are publicly displayed (indiana State | -
N-8 | or The United States) are they in acceptable [JYes | [J NA | [INo M’T‘“‘ﬁﬁ“"‘a
enough condition for public presentation? ™
Is the WorkOne sign easily seen from the road Administrative
N-T | and is there easy access to the facility? Cdves | O NA | [INo Inguiry
B Does the office possess sufficient amount of Administrative
N-8 | computers for public access? L] Yes ] L NA-) [INo Inquiry

Commeants:




E7-D PY14 Fiscal Monitoring Guide

Indiana Department of Workforce Development

Fiscal Monitoring Guide

For:
Program Years 2014 - 2015

Entity Monitored

Name of Monitor(s)

Review Period

Monitoring Dates




Financial Management Systems

D'WD monitors will be evaluating the grantee’s capacity to perform the financial management
functions that are required when operating federally funded workforce development grants and
assure the proper safeguards are in place to protect grant assets. Monitors will focus on financial
management systems that relate to budgets, cash management, program income. cost allocation,
allowable costs, internal controls and linancial reporting.
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A. Objective: Budyzet Controls The organizatic:: has a method for tracking planned
expenditures that allows it to compare actual expenditures or outlays to planned or
estimated expenditures [29 CFR 97.20(b)(4); 29 CFR 95.21(b){4)]

Statement: The organization has an approved budget that is compared to actual expendilures on
a regular basis (i.e.. quarterly) to determine i il needs to modify its budget.

Process/Questions to Verity Statement:
1. Duoes the grantee periodically review planned vs, actual expenditures?
a. If ves, what frequency?-monthly/quarterly/other

2. What procedures are in place to handle large variances in program budgels or spending?

a. Is a modification warranted?
b. Is an investigation conducted to determine the reason for the variance?

3. Is management/administration staff informed of planned vs. actual status?

Comments

A. Ohjective: Cash Management. The organization’s cash draws are necessary and
reasonable, and the timing and amount of such draws appear to be as elose as possible
to the actual dishursement of grant funds for the payment of allowable and allocable
costs incurred by the grant [29 CFR 97.20(b)(3) & (7); 29 CFR 95.20(b)(3) & 95.22]



Statement: The grantee has a mechanism in place, including policies and procedures, 1o
minimize the time between the transfer of funds from DWD and disbursement of funds to pay
allowable costs. The grantee draws cash as close to the time of making disbursements as
possible.

Process/Questions to Verify Statement:

Ask the organization for a print-out of their draw-downs and expenditures for two or more
months. Compare their draw-downs to their expenditures for the same months. Have all the
draw-downs been expended? Keep in mind that draw-downs should lag behind reporied
accrued expenditures.

1. How often does the organization draw down cash and how does it determine when and

2. Does the organization follow it policies and procedures on cash management?

how much cash to draw down?

Statement: Cirantees have mechanisms in place, including policies and procedures, to ensure

accountability over other cash related activities.

Are bank statements reconciled with the official books of account each month?

Do bank reconciliation procedures provide for:
a.  Accounting for all check numbers used?

b. Tdentifying outstanding checks? -
c. Investigating all checks outstanding 30 days or more?

d. Voiding outstanding checks afier a reazonable period of time?

Are payments received from contractors/vendors prompily deposited?

Does the grantee have a petty cash fund? .
If so, how often is the petty cash fund reconciled?

Is payroll handled by a contracted payroll service?

Does the grantee have written policies for accruing and charging leave time?




C. Ohbjective: Cost Allocation. The organization only allocates costs to the grant to the
extent that a benefit was received [OMBE Cireular A-87 Attachment A; A-122
Attachment A; A-21 Section J].

Statement: The organization has written policies and procedures for distributing program costs,
staff time, and general and administrative costs among programs, There are timesheets or other
written evidence that costs being allocated (o the grant are necessary and reasonable and are
allocated to the grant based on benefit received. The organization has an approved indirect cost
rate or cost allocation plan.

Process/Questions to Verify Statement:
1. Does the entity have an approved Cost Allocation Plan (CAP) or indirect cost rate?

2. On what basis are costs allocated?

3. Does the entity maintain documentation to support their allocations?

Comments

D. Objective: Internal Controls. Effective control, integrity, and accountahility are
maintained for all grant cash, personal property, and other grant assets [29 CFR
97.20(a}2)(b)(3); 29 CFR 95.21(3)]

Statement: Grantee has adequate safeguards for all grant property and ensures that it is used
solely for authorized purposes: has mechanisms in place to prevent unauthorized purchases and
disbursemnents of grant funds; and safeguards its cash and other assets so no one person controls
the order, receipt, payment, and reconciliation of an asset.

Process/Questions to Verify Statement:
1. Are duties separated adequately to ensure that one single person is nol requesting,
authorizing and issuing payment or checks?

2. Describe how transactions are appropriately authorized

3. Describe how assets are safeguarded




4. Describe budgetary controls

5. Describe the sccurity in place for [T systems

6. Are journal entries approved by someone other than the Fiscal Manager?

7. Are monthly trial balances of the books of account current and available for review?

Comments_

E. Objective: Financial Reporting. The entity has an accounting system that allows it to
maintain accurate and complete disclosure of the financial results of its grant activities
aceording to the finaneial reporting requirements of the grant [29 CFR 95.21(b)(1); 29
CFR 97.2002)(b)1)]

Statement: The entity maintains its books of account so it can develop and report accrual data
on the financial status report. The grantee ensures its sub-recipients are reporting the financial
results of its grant activities on an acerual basis and in a timely manner.

Process/Questions to Verify Statemaent:
1. Are financial reports submitted in a timely fashion?
2, If accruals are reported on the financial report, are the accruals accurate?

Review supporting documentation; frace selected cosi(s), such as participant training,
to/from financial reports,

Comments

F. Objective: Cost Classification. The entity maintains a system to ensure that grant cosis
are charged to the appropriste cost category [OMB Circulars A-87 ff...WIA 20 CFR
667.220

a8



functions include personnel, administrative and oversight, management information, and
reporting systems, Functions not incorporated in Financial Management Systems are included in
this section, In addition, activities are included when their purpose is to ensure compliance with
applicable statutory, regulatory and grant requirements common to all ETA grants.
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A. Ohjective: Administrative Controls Administrative Controls are sufficient to
ensure grant integrity [29 CFR 97.40; 29 CFR Part 95].

Statement:

The organization maintains policies and procedures for core managemeni functions
and program operations.

Written monitoring tools and procedures are used 1o monitor all elements of the grant
Statement of Work (SOW} against performance objectives and compliance with
uniform administrative requirements.

The organization maintains written documentation including monitoring reports,
findings, corrective actions, and resolutions for cach grant monitored.

Record retention policics that meet the requirements of applicable federal laws and
regulations are in place and followed.

The grantee maintains a process for the closeout of grants and sub-grants.

The grantee has 2 written grievance and complaint process that mects the
requirements of applicable federal law and regulations and follows its process,

Process/Questions to Verify Statement:

L.

DB

=

Does the grantee fiscal staff have a copy of all necessary tools, e.g.., the financial
management TAG. OMB Circulars, Uniform Administrative Requirements, state
policy? )
Does the grantee monitor its sub-grantees on at least an annual basis?
Does the grantee issue written monitoring reports to its sub-grantees?
How soon after the monitoring is completed is the report issued?
Are the monitoring findings resolved: ] -
Ts the WIB record retention policy in compliance with applicable federal laws and
regulations? -
Does it reflect actual graniee organization practice? B
Is the physical location of the space used for record retention adequate and
accessible? ) o o
Are close-outs completed on a timely basis? (check with Bill Clark’s unit prior to on-
site visit. If not timely, discuss reason why with fiscal staff.)

10



Statement:

-

Process/Questions (o Verify Statement

The grantee has a system in place for the acquisition, management, and disposition of
equipment purchased with grant funds,

The grantee has sought and received prior approval to purchasing equipment and has
written evidence of prior approval received for items of equipment purchased with
grant funds,

Does the organization maintain an inventory of equipment purchased with ETA
funds?

2. Does the equipment inventory inelude all required elements?

3. Has a control system been developed to ensure adequate safeguards to pernl loss,
damage and theft of the property? ) - o

4. Does the entity have a disposition procedure and does it uml‘uxk all the nmeasur}'
elements?

5. How and when does the organization obtain approval for the purchase of equipment?

Comments

E. Objective: Procarement. All procurement actions are conducted in a manner that
provides for “full and open competition™ [29 CFR 97.36; 29 CFR 95.40-48].

Statement:

The organization follows their own procurement procedures which reflect applicable
state and local laws and regulations, provided that their procurements conform (o
applicable federal laws and standards.

The organization maintains a system for the administration of contracts, including
appropriate contract or sub-recipient clauses.

Reasonable profits paid to a commercial organization and negotiated separately as a
dollar amount.

Process/Questions to Verity Statement

How does the organization assure that it conducts procurement activities in a manner
to ensure full and open competition?

13
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PY14 Monitoring Schedule

PY 2014 — 2015 MONITOR TRIPS, LETTER AND INFO SCHEDULE

DATE

SEPT 22-26
OCT 5-10

NOV 17-21
DEC 8-12

JAN i-9, 2014
JAN 26-30

FEB 16-20
MARCH 9-13
APRIL 6-10
APR 27-MAY 1

MAY 18-22

_TIME
10:30 AM LT
10:30 AM LT

11:00 AM LT*
10:30 AM LT
9:30 AM LT
9:30 AM LT
10:00 AM LT
11:00 AM LT
12:00 PM LT
11:00 AM LT
11:00 AM LT*

47N DR
' o

1
il 8 L

_REGION
REG 6
REG 8
REG 11
REG 7
REG 5

IPIC
REG 4
REG 9
REG 2
REG 3
REG 1

REG 10

on-sie [PSTISgOM info In
SEPT 12
@ CROWE SEPT 26
@ CROWE NOV 7
@ CROWE NOV 28
DEC 19
STL  JAN16
AN 15 FEB 6
@ CROWE FEB 9 FEB 27
MXE  mar27
APR 17
TI¥Y, MAYS
@ CROWE WY mavoae

The team will consist of Bruce Hall, Carmen Upchurch, lennifer Biddle, and supervisor, Thomas Brown.*

*12:00 pm Indianapolis Time



E7-F PY14 Internal Control Matrix

PY14 - INTERNAL CONTROL MATRIX

Approves Purchase Orders (N I A D N A B S A I A B S r
Verifies Receipt of Order T - I [ I i r~ r =
Prepares Request for Funds LA I I e N O Y A B B I | - | r
Authorizes Disbursements mlr ! i r r I~ N I ! r r i
Prepares Checks ryror r L I I I ) r A
Signs Chacks Manuat SIS S e I . S I S e i
Signs Checks Machine mr r Sy r " f F r T I
Cust. Of Check Signing Devices | I r B R i I r ' [ r|r r I~ i
Cust. Of Blank Checks I N A r|r N E f R i I .
Compares Checks w/ Vouchers | I T r . - I i i
Distributes Checks o r [N R I i I O o I I e O i~ |
Post Disbursements 3 I I (A T I il r
Computes Cost Allocations r ! f r - I r r I I i r
Receives Cash J r ) r r I r - | T r
Posts Receipts B r~ L I f r r 'l
Depaosits Receipts r | i ¥ F I r i i ™ I f I
Cust. of Petty Cash I N [ I I I S R A i B |l
Petty Cash Replenish r r r r r I - r r ~ r
Audits Petty Cash i I I I I r I I
Bank Reconciliation A I A A P I A N ! r ]
Maintains General Ledger r N R r i (i [ r r
Prepares Financial Report r r r i ro|r r f I I
Approves Financial Report r r | r r ol r - r r r -
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PY14 Sample Monitoring Report

INDIANA

WORKFORCE

DEVELOPMENT
ann s WorkOne cerrers

August 11, 2015

. Jeff Williams Mr. Lance D Ratliff
Wice President of Facllity Operations i Executive Director
Major Hospital & Major Health Partners Interlocal Association
150 West Washington Strest B36 5, State Street
shelbyvifle, IN 46175 PO Box 69

Greanfield, IN 46140

RE: PY 2014-2015 WIA Monitoring Report = REGION 05
Dear Mr. Williams and Mr. Ratliif:

The Workforce Investmen® Act (WA} Section 184 {a){4) and the Code of Federal Regulations (CFR) at 20 CFR
£67.410 [B)(2) require each state to conduct an annual on-site monitoring of local workferce service aneas
[Regions) to ensure complance with applicable administrative requirements. In aécordance with this provision,
the DWD Grant Oversight Unit began a programmatic, fiscal and administrative review of Region 05 on January 05,
2015,

The monitoring review determined compliance with statutory and regulatory requirements, and areas in need of
administrative and/or programmatic improvement. The three {3) monitoring report sectlons are Background,

Drrmed Cheaebies and Anahecis wurhloh
POREOrT SIFSCUng, anc AnDyEs Whieh

idae aragram review summaries, compliance finding:, mualitative

ohservations, technical assistance and guidance provided, and notzble new Initiatives and best practices.

Fyou have any questions regarding this repert, please contact Thomas Brown, Grant Oversight Supervisor at (317)

Connle Berry, Counsel/Director

DWD Regulatory Oversight & Compliance

(317) 232-8078 ’

teberry@dwd.ip.goy
Whichact K. Pencs . Gots iee 10N Scesar Ao Prepsc: 17212970
Sieven §. Bran, Cnmsiutimer | odimgedis, 13 04T e WTAAATRL

wowne [N poidund
An Grortrs Davtopirn Parier



INDIANA
WORKFORCE

anp 11s WorkOsve cenrins

Comprehenzive Monitorlng Report
Program Year 2014-2015

REGION 05 WORKFORCE INVESTMENT BOARD
C/O LANCE D RATLIFF, EXECUTIVE DIRECTOR
INTERLOCAL A550CIATION
B36 5. STATE STREET, PO BOX 63
GREENFIELD, [N 46140

ON-SITE VISIT: lanuary 05-05, 2015
MONITORING PERIOD: Juby 2014 — December 2014
MONITOR(S): Thomas Brown, Grant Oversight Supervisor

Carmen Upchurch, Grant Oversight Monitor
Jennifer Biddle, Grant Oversight Monitor
Bruce Hall, Grant Oversight Monitor

BACKGROUND

COUNTIES WITHIN REGION:  Boone, Hamilton, Hancock, Hendricks, Johnson, Morgan and Shelby
GRANT RECIPIENT: Region 05 Workforce ln\festment.Bnafd '
FISCAL AGENT: Region 05 Workferce Investmant Board

ADMINISTRATIVE ENTITY: Interlocal Assoclation for the Reglon 05 Workforce investment Board

The fellowing areas were selected for the comprehensive compliance review: Local Workforce Investment Board;
One-5top System/One-Stop Operator; Memoranda of Understanding: Rapid Response; Limited Funds and Priority
of Service; Self-Sufficiency; Suppertive Services; Subrecipient Mon torfng and Oversight; Core, Intensive, and
Training Services; Eligihle Training Provider Lists; Individual Tralning Accounts (ITA) Follere-Up and Post Mlacemant
Services; Youth Frograms: Objective Assessments; Individual Service Strategies (155]; Youth Program Des]ghj Youth
Program Follow-up Services; Commaon Measure Performance Indlcators; Case Management and File Maintenance;
Cost Allocation Plan, Accounting Procedures and Reparts, Bank Accounts and General Ledgers, Credit Cards and
Dishursements; A-133 Single Audits; Organizational Charts and Job Descriptions; Salaries, Timesheets and Payrall
Records; WIB By-Laws and Articles; Contracts, Requests for Proposals (RFPs) and Procurement; Inventory; Equal



Oppartunity (EO); Property Leases; Regional Policies.

Interlocal Association serves as staff to the Region 05 Workforce Investment Board, which is the grant reciplent.
WA client services are provided by workioroe services partners JobWorks In the seven (7} counties of Boone,
Hamilton, Hancock, Hendricks, Johnsan, Morgan, and Shelby, and by JobSource in Madizon County. The seven (7}
WorkOne offices within this eight (8) county region include:

Boone County WorkOne Express bocated in Lebanon, IN
Hamilton County WarkOne Exprass located in Fishers, [N
Hancock County WorkOne Express located in Greanfield, IN
Hendricks County WorkOne located in Plainfield, IN
Johnson County WorkCne located in Franiding i

wadizon County WorkOne located in Andarson, IN

Shelby County WarkOne Express located in Shelbyville, IN

oo e

Onvslte romitoring was conducted in January 2015 by the DWD Grant Oversight division at the intetlocal
Aszociation’s office located in Greenfield, Indiana and various WorkOne Centars within the reglon. An entrance
conference with appropriate personnel occurred, and various program, fiscal and administrative records and
participant files were selected for evaluation. Monitaring Ip[:iuded the review and analysls of decumentation and
distussions. '

Thera were three (3] cormpliance findings identified in the PY2013-2014 Monitoring, and no questioned costs, Al
Issues have subsequently been satisfactorily resolved.

REPORT STRUCTURE

This monitoring report is divided into sections with evaluations regarding specific compliance areas. For Wia-
related compllance [Sections 1-3), findings and chservations will be included, 25 applicable, within the appmprfate
section. WA Findings and ubmahuns, for purposes of this monitoring repart, are defined below:

- Fiﬂ‘ﬂm
Toptcs found not in compliance with the Act, federal regulations, or state or Indiana Department of
Yiorkforce Development (DWD polides and procedures will be addressed. Citations from the Act, faderal
regulations, or state or WD policies and procedures are identified where appropriate. Recommeandations
are offered on how to bring the topic into compliance.

*  Obszervations
Topics which may or may not be compliance-bazed, but which may impede effectiveness and efficiency of
services to individual and business customers will be addressed. Suggestions are offered on how to make
qualitative improvements to improve service, and may also indude a referral for technical assistance.

. COMPLIANCE AREAS

A.  Administration
This section will entail an evaluation of the Regicn's Workforce Investment Board and subcommittess, the
WaorkOne system, the Reglon's administrative policies and practices, and the Region’s subrecipient monitoring
and aversight, according to applicable federal and state legislation, regulations, policies and guldance, and
OME Circulars and Uniform Guidance.

B. Disabillty Employment Initlative (DEl)
This section will entall an evaluation by WD Oversight Monitors and the DWD EQ/DEl Program Director of
the Region's DE| programs, if applicable.



D.

F.

G.

Equal Dpportunity (EQ) _
This section will entall an evaluation by DWD Oversight Monitors and the DWD EQ/DEI Program Director of
the Region's EQ and Americans with Disabilities Act {ADA) programs.

Foreign Labor Certification {FLC)
This sectlon will entail an evaluation by the DWD FLC Specialist of the Region”s Foreign Labor Certification
(FLC) pragram, If applicable.

Inventory/Asset Management
This section will entall an evaluation by the DWD Asset Manager of the Region®s Inventory and related
procassas,

lobe for America's Graduates (JAG)
This-sectlon will entall an evaluation by the DWD Strategic Inttistives unit of the Region's JAG program
pursuant to-the requirements of MG National and Wlﬁ.‘ruuth

Hatlnnal Emargency Grants (NEG}
This section will entall an evaluation by the DWD NEG Adminlstrator of the F,Q_inn's MEG pragram, if
applicable and whean DWD in the grantee.

Rapid Response (RR)
This section will entail an evaluation by DWD Oversight Monitors and the DWD Rapid Response Program
Director of the Region's AR activities and efforts,

Reemployment Services {REA/WPRS/IFH) _
This section will entall an evaliation by the DWD Oversight Monitors and the DWD Reemployment Services
Program Director of the Fteglun-‘s Reemnployment Services programs and initistives,

Trade Adjustment Assistanoe (TAA) .
This section will entail an evaluation of the Region’s TAA program conducted by the DWD Dlslu-mted Worker
Unit {DWUL

Veterans Programs
This section will entail an evaluation by the State Veterans Employment and Training Service (VETS) Prngram
Director of the Region’s programs and efforts to provide required services to veterans and eligible spouses.

Wagner-Peyser (WP)

This section will entall an evaluation by the DWD Oversight Monitors and DWD Field Operations Regional
Directors of the Reglon's mansgement and provision of Wp-funded labar exchange services, the physical
WorkOne offices and computer systems which provide thess senvices,

. Workforce Investment Act (WIA) Adult, Dislocated Worker, and Youth

Thie sestinn will entail an svaluation by the DWD Owersight Monitors of the Region's nrograme and sarvees ta
eligitle particdpants pursuarnt to WIA Section 184(a}{4) and related federal and state lzgislation, regulations,
policies and guidance, and OMB Circulars and Uniform Guidance.,

Performance Measure Summary
The data in this section provides information regarding how the Reglon has perfnrmed in the commaon
measure performancs requiremants.

Technical Assistance



This sectlon will cutline technical assistance provide to and/or requests from program cperators, elected
officials, program staff and/or service providers for technical assistance and/or training.

P. New Initiatives and Best Practices
New, unlque, slgnificant or Innavative programmatle efforts of results, or practices which are notewerthy or
exemplary will be mentioned in this section.

ANALYSIS
A.  Administration

1. Summary of the Review: Administration
Monttors reviewed WIB, Youth Council, end \WI B Executive Committee membership records, agendas and
minttes, One-Stop partner MOLs, the mest recent A-133 single audit, EO complaint logs, vardous banking
and accounting records and procedures, vardous administrative pallcies and procedures, varfous contracts,
procurement and RFP files, staffing and payroll records, and property leases and inventary,

2, Compliance Findings: Administration

(a) lack of Adequate Internal Contrels
The timesheet for the Executive Director for the pay period ending 12/13/14 {pay date 12/24/14) was
found to be signed [by the employes) and approved (attested by) by the same Individual, the
‘Exetutive Director himself. Upon Inquiry by DWD Monitors, the Interiocal Assodatien Controfler
produced the document “Resolution 2013-2" issued by the interlocal Assoclation Baard on
September 23, 2013, that establishes authorlzation of Interlocal Association and its Executive Director
te enter Into contractual agreements on behalf of or otherwise obligate the Imerocal Assoclation
Board. The Interlocal Assoclatioh Controlier Indicated the Interlocal Assockation Executive Director - LI
and staff interprets this authorlty to extend ta and Include the Executive Director's personal .
timeshest. ' - - '

DWD Legal and Oversight disagree with Interlocal Association staffs’ interpretation of Resolution
2013-2 approved by the Interlocal Association Board. WA grant reciplents are bound by federally
mandated measures of Internal contrel and compliance with uniform administrative requirements
and OME dirculars and rules (WiA Sec 184(3)). Additionally, grantees must maintain records
sufficient to permit tracing of funds adequate to ensure that funds have not been spent unlawfully
(WA Sec 185), and operate within federal grant management guidelines for accounting procedures
and intarnal controls (29 CFR 97.20(a)(2) and (b){3); OMB A-133). WiA legislatlon and rules and OMB
circuler lznguage leads DWD to befleve the individual performing a task should not also be the same
individual reviewing and approving that task. Interlocal Asseclation’s practice of permitting the same
individual te process, review, and approve a task demonstrates a lack of Internal control and violates
thi requirement of segregation of process and administrative review end approval,

bl Authority .

e WiA Sec. 184 (3)(A). Fiscal Controls; Sanctions. (3) Uniform Administrative Reguirements, — {A)
In General. -- Each State {including the Governor of the State), local area (including the chief
elected officlal for the area), and provider receiving funds under this title shall comply with the
appropriate uniform administrative requirements for grants and agreements applicabie for the
type of entity recelving the funds, as promulgated In circulars or rules of the Offies af
Management and Budget, )

s WA Sec, 185 (A)(1). Reports; Recordkeeping; Investigations. (A) Reports. - {1} in General. -
Recipients of funds under this title shall keep records that are sufficient to permit the



preparation of reports required by this title and to permit the tracing of funds to a level of
expenditure sdequate to ensure that the funds have not besn spent unlawfully.

o 29CFR§57.20 2)(2) and {L)(3): 20 CFR § $7.20. Standards for Financlal Management Systams.
(2] A State must expand and account for grant funds in accordance with State laws and
procedures for expending 2nd accounting for its ewn funds. Fiscal control and accounting
procedures of the State, as well as its sub-grantees and cost-type contractors, must be sufficient
to— (1) Permit preparaticn of repons reguired by this part and the statutes authorizing the
grant, and [2) Perrmit the tracing of funds to 2 level of expenditures adequate to establish that
such funds have net been used in vislation of the restrictions and prohibitions of applicable
statutes. (b} The financiz! manzgament systems of other grantees and sub-grantees must mest
the foliowing standards: (1} Financial reporting. Accurate, current, and comphate disclosure of
the financial results of financially ossisted activities must be made in accordance with the
financial reporting requiremesnts of the grant or subgrant. (2) Accounting records, Grantees and
sub-grantees must maintain records which adequately 1dentify the source and application of
funds provided for financlally-assisted activithes. These records must contaln information
pertaining to grant or subgrant awards and authorizations, obligations, unobligated balances,
assets, [lablities, outlays or expenditures, and income. (3] nternal control, Effective control and
accountabllity must be malntained for all grant and subgrant cash, resi and personal property,
and other assets. Grantees and sub-grantees must adequately safeguzrd all such property and
mtust assure that it is used solely for autharized purposes.

s OMB A-133 (on Internal Contrel): Internal control pertaining to the compliance requirements for
Federal programs (Internal centrel over Federal pregrams) means a process-—-effected by an
entity's management 2nd other persannel—designed to previde reassnable assurance regarding
the achlevement of the following objectives for Federal programs: (1} Transactions are properhy
recorded and accounted for ta: (1) Permit the preparation of reliable financial statements and
Federal reports; [il] Maintain accountability over essets; and (i} Demonstrate compliance with
laws, regulations, and other compliance requirements; {2) Transactions are executed in
compliance with: {i) 1am,_régm_aﬂqns, and the provisions of contracts or grant agreements that
could have a direct and material effect en a Federal prograr; and (i) Any otherfaws and
regulations that are identifled in the compliance supplement; and (3) Funds, property, and othar
a@ssets are safeguarced against loss from unauthorized use or disposition.

& OMBE Clroular A-133, May 2014 Compllance Supplement, Part 6 — Internal Control, Control
Activitles are the policles and procedures that help ensure that management’s directives are
carrled out.. "Adequate segregation of duties provided between performancs, review, and
recordhkeeping of a task.”

{e) Resclution . ,
The WIB must immediately develep, document and implement an internal contrel process and
procedure with adequate segregation of duties which corrects this finding of a lack of internal control
{i.e., the Executive Director signing and approving His own timesheet) and then provide DWD with a
copy of the document.

Qualikative Observations: Administration

r2l Zuhmitting Elactranic Donimente Bor Monttarine
The Interlocal Association submitted many of the documents requested for monitaring in the
electronic format (i.e., flash drive) as requested. However, it Tailed Lo contact the DWD Grant
Owersignt division, as requesied in the November 21, 2014 monitoring announcement letter, to
request an exception to the electronic format requirement and discuss the volume of documents that
would not be provided electronically by the December 19, 2014 deadiine. bems not provided
electronically included:
s {Cophes of generai iedgers



*  BERs

»  Trial balances

+  Gonk statements and reconciliations

»  Payroll detall and timesh eets

»  Procurgment files and supporting detail

»  Credit card statemants and supporting detail
»  Active contracks

»  Property lesses

Additienally, the documents that were provided electronically were scanned Inte 2 single 4848-page
POF éocument that lacked section headings or identifying Information that made it very difficult to
determine exactly what the document represented. Future submission of required monitoring
documents must: :
« Inciude all requested documents with dear and proper identification of these documents; and
“»  Bereasonably organized for quick reference and determination of content. Interlocal
+ Assaciation is urged to update its systems to zllow more reguested documents to be submitted
electronically,

B. Disabiltty Employment Initiative [DEI)

1, Summary :vith_e Review: Disability Employment Initiative (DEI)
Mo Information was reported for Region 05,

2, Compllance Findings: Disabllity Employment Initiative {DEI)

There were no substantial areas of nencampliance identified within the scope of ths review.
3. Qualitative Observations: : Disability Employment Initiative (DEN)

There were no gualitative observations nated within the scope of this review.

C. Equal Opportunity (EQ)

1. Summary of the Review: Equal Opportunity {ED)
Mo compllance Issues were reported for Reglon 05 by the DWD EO/DE| Program Directar. Monitars
reviewed complaint logs, slgnage within the WorkOne offices visled, and documentation within client
files, and found no lssues.

2. Compliance Findings: : Equal Opportunity (ED}
There were no substantial areas of noncompliance identifisd within the scope of this review,

3. Qualitative Observations: Egual Dpportunity (EQ)

{a} The State EQ/DE Program Director conducted a desk review of Region 5 in 2012, The items below
wiere identified in the reglon's response as areas that were going to be looked into further by the
region of remedied: '

»  Ensure thatinternal ang external communications, including, but not limited to, the "ED (5 the
Law® Motlee contain the Local EQ Officer’s contact infarmation,

+  Ensure the WIA tzgline (s included in marketing materials, per DW0 Policy 2002403, PE6. Ifa
phone number is included, ensure it is accompanied by a TOD/TTY or Relay number,

»  Is the international symbol for accessibilivy for individuals with disebilities posted by building
entrances that are wheelchalr accessible?




» Do designated restrooms have appropriate signage evailsble for individuals with disabilities?
«  The menitaring response stated that the webstte may not be fully accessible.

(b} ADA checklists were submitted for Region 5's WorkOne offices. The State EC/DE Program Directar
will foliow-up with the Local EO Officer to identify any outstanding issues.

D. Forelgn Lebor Certification {FLC)

1.

Summary of the Review: Forglgn Labor Certification [FLC)
Mo activity was reported for Reglon 05.

Compliance Findings: Forefgn Labor Certification (FLC)
There were no substantial areas of noncompllance identified within the scope of this review.

Cualitative Dbservations: Foreign Labor Certification (FLC) )
There were no qualitative observations noted within the scope of this review,

E.  InventoryfAsset Management

1.

&

Summary of the Review: Inventory/Asset Management
Region 5 has a total of one hundred and fifteen {115) assets listed on their inventory. During Inverntory,
six [5) assets were not found. The DWD Asset Manager has no outstanding issues with the Reghon 05,

Compliance Findings: Imntoryf.ﬁsset Management
There were no substanttal arezs of noncompliznce |demﬁed within 1he scope of this review,

Qualitative Obsarvations: Immwfnssatwmmt
There were no gualitative observations noted within the scope orthns review.

_F. Jobs for America’s Graduates [JAG)

1.

summary of the n;avrgw Jobs lurwima sGraduate;{MG]

The DWD Strateglc Initiatives staff conducted wsns 11;| tbetwo [2‘1 Reglonal Managers In the reglon. The
discussion for the June 27, 2014, visit included, but is not limited to: there are fwo senvice providers in
the region = Job Works and Job Source, The Regional Manager has other responsibilities and a change in
service provider leadership has resulted in the Manager being pulled into other things. The eurrent JAG
Coordinator works part-time. The Regional Manager hes supgested that the organization hire & full-time
146G Coordinator/Quality Assurance data person for JAG and other programs. The current JIAG
Coordinator will have to reapply for the new full-time JAG Coordinator position. The Regional Manager
supervises three (3) JAG Specialists. A RF? far service proviston will be released in March 2015 and the
two (2) service providers will be competitors. The Reglonal Manager discussed that the WIE Director
needs to be more proactive In getting the two (2) providers together, but is very iInvelved. There was a
discussion on neading reports and infermation from one persan on @ regicnad basis and determining who
would take the lead. The Regional Manager has weekly mesting with stafl and then moves to every two
{2} weeaks as they get into the school year. During the summer, 5taff is working for four (4) weeks fram
the Werk One office. Next year there is & dedicated dassroom, replacing the shared room from this year.
Sometimes both service providers come together for training, but not often, The Regional Manager had
requested to be part of the cther provider's tralning.

Discussion for the July 30, 2014, Regional Manager visit included but is not limited to: The Reglonal



Manager is brand new and was provided manager's training during this visit. The Manager was promoted
from tha JAG Specialist In the last month. Talked about required meetings and reports and how often
they occur, inciuding the manager meetings, the manager's monthly report and the coordinator's report,
The distance te the varicus high schools for the Regional Manager ranges from 45 minutes to 1.5 hours,
The Reglonal Manager's focus [s on getting the student's grades up. Grades and attendance must be good
pefore going on any trips. Speke about the importance of getting good grades to graduate from high
school and enter college but also spoke about the type of students In the program and having a balanci
so the youth can go on trips. The students will motivate each other. Suggested for students to call each
other and motivate each other to come to school so they can also go on trips, Discussed the Career
Assoclation and shared (deas on ways te conduct the meetings and provided resources for Carear
Association activities.

The DWD Strategic Initiatives Director indicated the following trainings andfar meetings wera mr‘-duded

by DVAD staff from July 1 through December 18, 2014:

« SWIC {State Warkforee Investment Council {SWICH Youth Council Committee Maeting ~ August 15 and
:December 18, 2014

s |aG Mational Traiming (july 14 —18, 2014)

»  Statewlde JAG Tralning — (July 21— 24, 2014)

* Cuarterly State Youth Director's Meeting — August 11, 2014 and November 5, 2014 (Joint Adult Ed-
Youth meeating), and

+ State JAG Program Manager's Meeting — August 12, 2014 and November &, 2014,

(a) Highlights frem the meetings (in no particular order) are provided:

+  TheJAG Manager's Meeting was conducted on Movember 6, 2014, Topics included but were not
lirnited to: marketing; a JAG program sustainability discussion; a recap of the Vincennes ’
University tour; a discussion on collegs tours in general; tools for the classroom including Indiana
Career Explorer and finandal/banking literacy; roundtables discussing the next Career
Development Conference, College Application I::l:;n\|I and data; and best practices,

* The Jokm Adult Education/Youth Director Mee_‘nng;w_as held an November 5, 2014 at the
Lawrenceburg vy Tech.

#+  The moming agenda induded an overview of the Warldorce Innovation & Opportunity Act
(WIOA) and highlighted sections pertaining to Adult Literacy and Youth Programs. Regions5 &
12 have high referrals of youth In some areas but not so much in other areas; Marion County has
low referral number for Adult Ed to WIA Youth program end Region 5 is at 32 percent; it has
been challenglng to establish lecal relationships, communicate with partners and understand
their programs; there is a need/demand for additional out-of<chaol youth services since thers
are high dropout rates but finding such youth is an lssue due to their barriers; the reslon has on-
line eounseling available for students and expanding to youth; there is a small Business
Association for entrepreneurial skilks. )

(b} Youth Director Meeting in the afterncon: The first items on the agenda included announdng new
DWD and regional staff. Region 5 indicated a need for statistics regarding current and possible Adult
Ed referrals for out-of-school youth population; there is a need for bridges with other community
organlzatlons; there is 3 need for public servies ennouncements for work experlences.and emplovers;
the WIDA Town Hall is scheduled for November 20th; the differences between Adult Ed providers in
Marlan County and Regian 5 have been very frustrating for staff; there |5 a nead for one page
summary regarding referrals for Adult £4 staff. '

*  The Workforce Innovation and Cpportunity Act (WIOA) will be replacing several current federal
workforcs development programs and takes effect in Indiana and across the nation on July 1,
2015, 'WiDA places a major emphasis on the sut-of<school population which may have a
negative Impact on Indiana's in-schoa’ IAG program.



s |ndiana received many awands at the JAG National Training Seminar.in July. In addition to the
seventean (17} award winning JAG Spedalists; JAG Indiana won an award for the most
scholarship funds recetves by JAG students. Also, indiana JAG was awarded the honar of having
the highest delegation of attendees at the training.

. # The superintendent of the Greater Clark County Sthool Corporation spoke on its college and
career readiness initlative and the work ethic certification program launched for the 2014-15
school year. The college and caraer readiness initiative Intends to prepare students for post-
secondary opportunities or the warkforee, The curriculurn was shared with emplayers for thelr
input. The work ethic program is entitled PRIDE,

» Indiana recelved 2 51.13 millen National Incantive Award for meeting and/or exceeding
performance measures for the PY13 WIA, Adult Education and the Technical Education
programs. With the funding, indlana intends to serve two hundred and forty {240} Individuals
through & combined Worldhdiana and Work Experience program. The participants will be a
combination of JAG students and Adult Education program partidipants. Through WorkiMdiana,
participants will earn a high school diploma/ certification and also earn a credentizl in an entry-
ievel occupation. The work experience will last six {6) wesks and be closely aligned with the
youth's credentia! urogram of interest. Fay ranges for the work experience compenent will vary
based on the employer, The program has ralling start dates heginning January 2015,

2. Compliance Findings: lobs for America's Graduates (JAG)
There were no substantial areas of noncompliance identtfied within the scope of this review.

3. Qualitative Observations: Jobs for America's Graduates [JAG)
Thera were na gualitative observations nated withln the scope of this review.

G. Mational Emergency Grants {NEG)

1. Summary of the Review: National Ernargnnt.'g Grants INEG] ! L
. DWD staif was emailed the Quarterly Performance Data Report from the chief Dperattms Dfficer. . - -

2. Compliance Findings: National Emergencrﬁmts [MNEG)
There were no substantial areas of noncompliance identified within the scope of this revieer,

3. Qualitative Observations: Mational Emergency Grants (NEG) :
There were no qualitative obsenvations noted within the scope of this review, -

H. Rapid Response [RR)

1. Summary of the Review: Rapid Response (RR)
The Rapid Response Program Director complated the Department of Labor's Rapid Response Self-
Azsessment contained in Training & Empioyment Motices (TEN) 32-11 and 31-11 on August 7, 2014. The
Rapid Response Teams are very well prepared at the Rapid Response Orientation sessions —sign-in sheets
distributed; demographics collected and entered into track One; calendar of events shared with the
participants; on-site workshops and job falrs provided as a norm; a list of all county Work One locations
provided; Hardest Hit fund [mortgege assistance) infarmation provided; an abundance of community
resources in a packet provided; and programs for ex-offenders shared. Region 5 has 3 very good
understanding of how Rapid Response services should be provided, Business Services Repressntatives
(BSR) lead all efforts with Rapid Response services and are very responsive to employer's nesds and
sxpectations, All Rapid Response reparts are consistently on-time.

2. Compllance Findings: Rapid Response (RR)



2. Qualitative Observations: Rapld Response (RR}

There were no substantial areas of noncompliance identified within the scope of this review,

Recommendations provided:

»  Surveys administered in the beginning of Rapid Response sessions and not at the end. Therelsa B
.+ better response rate if surveys are done in the beginning. :
* MNeed to be more aligned with economic development agendes

= More LMl and retralning seminars need to be provided

#  The UI 800 line should have more staff answering calls

Reemployment Services [REA/WPRS/IFH)

1. Summary of the Review: Reemployment Services {REASWPRS/IFH)

Mew REA program changes and changes in Track One from October are still being finessed and system
issues resolved. Fisher's WorkOne has a new REA program and has not had enough claimants to provide
REA services In the office. Claimants are being served In Andersan. Changes to the data entry screens are
sl Ecl.ng adjusted. Feedback on data entry errors will be provided to Region 5 soon, Indiana is
participating in a special REA study beginning March 2015 that Is funded by the US Department of Labor.
Abt Assoclates, Inc. will be conducting the study.

Compliance Findings: Reemployment Services [REASWPRS/IFH)
There were no substantial areas of noncompliance identified within the scope of this review.

Quaiitative Obsarvations: Reemployment Services [REASWPRS/IFH)
There were no qualitative observations noted within the scopea of this review.

Trade Adjustment Assistance [TAA) o : ) !

1. Summary of the Review: Trade Adjustment Asm‘larlnEnET.lA]

Mew case managers were hired into the Plainfield and Franklin WorkOne offices In fate 2013 and earh,r
2014, The Dislocated Worker Unit provided one-on-one (in-person) technical guidance with the new TAA

" Case Managers in the Plainfield office and assisted these case managers with case management and.
enrollment for several new participants. The Dislocated Worker Unit provided specialized one-day
trafning in the Plainfield office with the new case managers from the Plainfield and Franklin WerkOne
offices,

The TAA enrcllments in Region 5 have risen during the 2014 calendar year with large dislocations from
AGI Shorewood and john Wiley and Sons, Inc. This prompted the need for additional case managers as
mentioned in the paragraph above, There were no new training plan modification requests in 2013.
Please see the graph below for an lllustration of the increase in volume in new training plans and
modifications for existing tralning plans.
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2. Compliance Findings: Trade Adjustment Assistance {TAR)
There were no substantial areas of noncompliance identified within the scope of this review,

3. Qualltative Chservations: Trade Adjustment Assisiance (TAA)

{a} The Region 5 Comprehensive Review was conducted in April 20014, Compliance issues Included, but

were not limited to the following:

* Region 5 does not have a high engagement rate into TAA-funded services such as training,
A/RTAA, Job Search or Relocation benafits

*  Case managers are not effectively developing and updating Individual Employment Plans (IEPs),
effectively providing comprehensive skill assessments to all TAA eligible individuals, and
providing timety monthly student chedeins for all participants In TAA-approved tralning.
Consequently, potential TRA eligibility Is at-risk and the likellhood for over-payment situations is
Intreased.

= Nate: The lssuss thot were found have been n_ddresseﬂfimdresahwed'.
Veterans Programs
1. Summary of the Review: Veterans Programs
Reglon 5 has been attentive to the goals and guidance set forth in the Jobs for Veterans State Gﬁnt
Program. Ay issues Of CONCETNS have been addressed promptly by the region.

2. Compliance Findings: Veterans Programs
There were no substantiai areas of noncompliance identifled within the scope of this review.

3. Qualitative Ohsarvations: Veterans Programs
There were no qualitative chservations noted within the scope of this reUIP.w

Wagner-Peyser [WP)

1 Summary of the Review: Wagner-Peyser (WP)
‘WorkOne facliitles, operaticns and customer flow were observed and discussions held with various szaf?,
management and customers inside various WorkOne offices within the Region.

2. Compliance Findings: Wagner-Paysar (WF)
There were no substantial areas of nonoumpllance Id.ennﬁe:[ within the scope of this review.

i1



3. Qualitative Observations: Wagner-Peyser (WP}
There ware no gualitative observations noted within the scope of this review.

M. Workforce Investment Act WA} Adult, Dislocated Worker and Youth Programs

1, Summary of the Review; WIA Adult, Dislocated Worker and Youth ngiams
Adult Dislocated Worker and Youth participant files were reviewed during the monitoring process. Flles
were well maintained and of good content to include all pertinent forms and data aleng with ample case
notes. There was a cdear paper trail providing contimuity from time of applleation through completion of
services. Al data had been entered in TrackOne.

2. Compliance Findings: WIA Adult, Dislocated Worker and Youth Programs
There wers no substantial areas of noncompliance identified within the scope of this review.

3. Qualitative Observations: WIA Adult, Dislocated Worker and Youth Programs

{a} TrackOne Chient Flles
This year's review of WIA client files on Track Cne showed significant improvement over last year,
particularly in the Youth category. The improvements noted included:
= More detailed case notes that fully documented the justification for servicas provided
"+ |Improved service strategles that included more clearly defined goals and detalled steps to
achieve those goals
s Better tracking of clients’ progression through the WA tiers of service, and
=  More complete case notes in the files of WIA Youth clients being served with the JAG program.

(ks

Improved Case Files .

tiembers of the WIB staff provided case managers with numerous tralning sessions over the course
of the year 1o ensure Improved case files, Special emphasis was placed on properly documenting all
goals, activities and services for WA Youth clients in both the Track One and JAG Program systems.
In addition, the new Reglon 5 JAG coordinator worked closely with Youth staffto implement the

technigques and procedures in which they had been trained. It Is anticipated that improvement will - -

continue as more trainng oppertunities are provided.

N. DataValidation R L
The Region’s Data Validation results for the current program year continued to be weak, but the files selectad
for review reflect polleies and dedslons made by the previous Reglonal Operator, It is anticipated

improvement will come az soon as the Data Validation sample includes files managed by the current W)B staff,

Performance Measure Summary

Cumuletive 4- rter Performance: Region 5 Werkforee Board, Servielng Waoriforee Service Area 05

Adults - 15,663
Local Area Name Total Participants '
[ ! Dislocated Workers L160
Region 5 WIB | [10f01/2014 - Total Youth )
| 12/31/2004) ° 722
ETA Assigned Number Tatal Exiters

i2



18185

Entered Employment
Rates

Retention Rates

10/01/2023 ~ Dislocated Workets 694
09/30/2014)

Total Youth

i

Aduls

Dislocated Workers

Adulis

Dislocated Workers

Average Earnings

Placement in
Employment or

$12,202

Dislocated Workers 414,747 $16,122

Youth (14-21) L% 68.6%

Attainment of Degree
or Certificate

Youth [14-21) B3.0% 65.7%

Literacy and Numeracy
Galns

Youth [13-21) 44.0% 30.9%

Expenditures: Juiy 1, 2014 through Seatember 30, 2014

‘WA Adult

| 539,072 . ~ - _“
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WIA Dislocated Worker

4504628

WIA Youth

$245 020

Total -

| 51151800

[ Participant Enfollnents and Exits: Shapshot of @ Three-Month Perlod

Pasticlpants: 10/01/14 — 12/31/14

Exiters: 06/01/14 - 09/30/14

WA Adult

5,021 3,154
WIA Dislocated Worker __ 611 253
WIA Youth 434 85

P. Technical Assictance

‘The Dislocated Worker Unit provided additions| technical guldance and provided in-depth TAA Skill

Development Training in Seplember 2014 clarffying the compliance issues Identifled In the comprehensive

review, Also, a TAA wehinar training was conducted in early September 2014 focusing on Individual

Employment Piar |IEP) documentatien required for files and the Track One case menagement system. These
Issues have improved since the TAA Comprehensive Review was conducted In 2013

Q. New Intiatives and Best Practices )

[a) Bestpractices identified in the Cemprenensive TAA Review include:
= Staff is enthusiastic about l=aming and improving performance with the TAA program to better serve
@ larger portion of certified clients, and
* Agood blend of training providers were wtilized by the clients enrolled In TAA-approved training.



E7-H Risk Assessment Tool

DWD RISK ASSESSMENT TOOL FOR REGIONS P%VL}

Instructions: DWDO Program Director will respond YES, NO or Nf/A for each question below, adding an explanation for any
YES response. A response of YES may indicate possible risk. Expand each line item as needed, and use aiternate font
color or hightight for response, If desired. Include any program activity summaries and additional comments at the end
of this Risk Assessment document, Return the completed Risk Assessment to Oversight@dwd.in.gov. Program Director
feedback will be incorporated into the final DWD Monitoring Report fssued to the WDB by the DWD Reguiatory Oversight
and Compliance Division,

| isk Region # Date Risk Assessment Completed
Jane Jackson & Jim Johnson 1] 09/15/2015

n A

1. Isthe WDB or Service Provider new to operating or managing state and/or federal funds (has not done so within the
past five years)?

2. Is this program new for the entity (managed for less than three years)?

3. Has there been high staff turmover or agency reorganization that affects this program?

4, Are the staff assigned to the program inexperienced with the program (worked with the program for less than two
funding cycles)?

5. Has the Region been untimely in the submission of:

Applications?

Amendments?

Fiscal Reporting?

Draw Downs?

. Budgets/Revisions?

6. Has the Regian falled to respond timely to program/fiscal questions?

7. Have any other entities (e.g., program officers, auditors, stafl employed by the entity, etc.) provided alerts of
potential risk areas?

8. Does the Region lack effective operational and fiscal procedures and controls?

roanoe

Progr ri Audit Assessmen

9, Were any compliance lssues ldentified by DWD Program Staff during the most recent program monitoring?
10. Are any program compliance issues outstanding or unresolved?

11. Did the most recent A-133 Audit reveal any areas of concern?

12, Are any A-133 Audit concerns outstanding or unresolved?

FInancial Reporting/Procedures Assessment

13, Is this grant large in terms of percentage of overall funding for the entity?

14, Did the WDB request to carry-over a percentage larger than 20 percent in any of its tunding streams trom one
program year to another?

15. Has WDB requested more than 2 budget revisions during a single program year?

16. Does the WDB's accounting system fail to identify the receipts and expenditures of program funds separately for
each award?

17. Do the budget reports fail to reflect program fund amounts?

18, Does the WDB's accounting system fail to provide for the recording of expenditures for each award by the budget
cost categories shown in the approved budget?

19, Do the budget reports fail to reflect award amounts?

Legal Assessment

20, Does the WDB ar the Service Provider previously or currently have a lawsuit(s) filed against it?
If yes, please list all pending and/or previous lawsuits with detailed information regarding who filed the lawsuit, the
reason for filing and the final judgment rendered,

21. 1s the WDB or any Service Provider currently or previously suspended or debarred?
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PY15 Sample Announcement of Monitoring Visit

INDIANA

WORIZFORCE

DEVELOPMENT

avo s WorkOne cevarees

March 4, 2016

Mr. David Walters, Board Chair Mr. Greg Vollmer, President/CEQ
Northern Indiana Waorkforce Board Northern Indiana Workforce Board
130 5. Main 5t, Suite 400 600 E. Carme! Drive, Suite 145
South Bend, IN 46634 Carmel, IN 46032
dwalters@gibsoninc.com gvollmer@gotoworkone.com

RE: Announcement of On-site PY2015 Monitoring for Region 2

Greetings! DWD Regulatory Oversight and Compliance is scheduled to conduct annual on-site monitoring activities

on the dates specified below at various offices affiliated with WorkOne operations for Region 2. The date, time and
location for the entrance conference are noted below, and all regional staff planning to interact with the monitoring
team on-site is encouraged to participate in the entrance conference.

On-site Monitoring:  April 4-8, 2016
Entrance Conference: Monday, April 4, 2016 at 12:00 p.m. EST
South Bend WorkOne office located at 851 S. Marietta St., South Bend, IN 46601
Decumentation Due: Monday, March 21, 2016

On-site Internet access and private workspace for the monitoring team will be needed. Upon receipt of this
announcement, please e-mail me at twbrown@ dwd.in.gov the name and contact information of the individual within

your organization who will serve as the coordinator for the monitoring visit.

The two (2) documents attached to this announcement shouid be completed by appropriate regional personnel and
returned electronically by the due date specified above.

1. PY2015 Monitoring Documentation Checklist
2. PY2015 internal Control Matrix

Please note the following:

{a

Any federally-funded program where DWD is the grantee is subject to monitoring, and the monitering team

may visit any facility and may speak with any management, staff or customers associated with WorkOne

services or operations within the region.

{b) If a monitoring schedule adjustment is required to accommodate an unforeseen issue (e.g., adverse
weather], the DWD Monitoring Team will coordinate with the designated regional monitoring coordinator.

{c) While the typical monitoring pericd begins July 01, 2015 and includes the current program year PY2015,
some items pre-dating this period may be requested for examination.

{d) Client files and required eligibility documentation will be examined via TrackOne and select paper client files
may be also examined on-site.

{e) ALL requested documentation must be submitted electronically via e-mail or Dropbox to

oversight@dwd.in.gov or via flash drive delivered to DWD Regulatory Oversight and Compliance, Attn:



Thomas W. Brown, 10 N Senate Avenue, SE308, Indianapolis, IN 46204. Documentation must be properly
titled and organized to be accepted.

{f} Only documentation specifically requested on the atiached "PY2015 Monitoring Documentation Checklist”
should be initially submitted {i.e., a list of all active RFPs and *not™ the entire file for each RFP). Samples will
be requested for further examination. All physical files and supporting documentation/detail, however,
shouid be accessible and availabie if on-site examination is warranted.

{g) Additional documentation may be requested for examination if further clarification is warranted. Additional
documentation must be submitted as specified in Iltem (e} above. Failure to provide any requested items
within the requested timeframe may be noted as a compliance issue in the Monitoring Report.

Best regards,

Thomas W. Brown

Supervisor | Regulatory Oversight and Compliance

IN Dept of Workforce Development

10 N Senate Ave SE308, indianapolis, IN 46204
twhbrown@dwd.in.gov | 317.233.4187 office | 317.695.6282 cell



PY2015 DWD MONITORING DOCUMENTATION CHECKLIST

Please provide the following documentation by the date specified on the Monitoring Announcement Letter. Documentation must be
submitted electronically via email or Dropbox to oversight@dwd.ingov or via flash drive delivered to DWD Regulatory Oversight &
Compliance, Attn: Thomas W. Brown, 10 N Senate Avenue, SE308, Indianapolis, IN 45204. Documentation must be properly titled and
organized to be accepted,

1. CD[IIEE. Leases & Memeoranda of Understanding (MOUs)

(a}

O (b}
O c}

0O ({d}
O (e
o {f
2. EgualO
O (a)

O (b)

Spreadsheet of all contracts and agreements active during PY2015, including columns for:
= Activity/service {e.g., youth service provider, fiscal agent, MIS, housekeeping, marketing, consultant, etc.}
= Term (beginning and ending dates)
=  Total costs
= Payment terms (cost reimbursement vs. fixed unit price)
Copy of each executed contract or agreement
Spreadshest of all property leases, held by the Workforce Development Board (WDE] or Service Provider {5P} and paid with
WIOA funding, active during PY2015, inciuding columns for:
= Dffice designation/type (e.g., WDB office, WorkOne, WorkOne Express, Business Outreach, etc.)
= |ease holder name
= Monthly or annual cost
= Term (beginning and ending dates)
Copy of each executed property lease
List of all MOUs active during PY2015 {as applicable)
Copy of each executed {i.e., with signatures} MOU
rtunity (EO!
EO complaint logs {i.e., DWD Customer Service Record (State Form 46001)) for most recent four (4) quarters {official forms
would be marked "none” in guarters with no activity)
EQ policy and grievance/complaint procedures document

3. Financial Documents

{a)
{b}
(e}
()
el

it
{g)
{h}

O0Do ooodn

0
O (k)
o

A-133 Single Audit {most recent)

Accounting policies/procedures document

Accrued Expenditure Reports {AERs) for each month in PY2015

Bank accounts and signatories

Bank reconcillations far each month in PY2015 {including all supporting bank statements with check coples front and back,

ledgers, etc.)

Chart of Funds and Chart of Accounts

Cost allocation Plan

Credit Card/Charge Account Statements {*without* supporting payment detail} for each month in PY2015

= PLEASE NOTE: Only the statements themselves should be submitted initiclly and *not™ the supporting
documentation/detoil; additioneal supporting documentation/detail {e.q., approved purchase orders, itemized receipts,
cost comporisons, meeting agendas, attendee lists, etc.) will be requested later for only the sample selected for further
examination

General Ledger(s) sorted by fund number for all PY2015 deposits and payments for all federally-funded programs where

DWD is the grantee

e PLEASE NOTE: Supporting documentation/detoil for disbursements (e.g., voucher or paper check copies showing
authorized signature(s), signed purchase orders or poyment approvel document(s) showing proper authorization for
payment, itemized invoices, cost comparisans, relevant written justification, etc.) will be requested loter for only the
sample selected for further examination

Internal Contral Matrix {form attached to monitoring announcement letter)

Spreadsheet showing all Pre-paid Assets

Trial Balances for each month in PY2015

4.  InventoryfAsset Management

Most recent inventory report
Inventory,/Property Management policy/procedures document

Employer list
Customer contract list
QJT/Training Provider policy/precedures document



E7-J PY15 Sections of the Program Monitoring Guide

fy)s

INDIANA

WORKFORCE

DEVELOPMENT

Indiana Department of Workforce Development
Oversight Division

Office Review

Workforce Innovation and Opportunity Act

OFFICE:
DATE(S):

MONITOR(S):



U

Confidential Information and
Document Security

Yes

NIA

No

Relevant '
Policy

" Identifying information, including SSN's,

addresses, dates of birth, employer account
numbers, and Federal ldentification Numbers are
safeguarded.

1Yes

1 NA

2007-46

J-2

'Reasonable efforts are made to prevent
canfidential records from being obtained or
misused for any unauthorized purpose.

[]Yes

] NA

[INo

2007-48

J-3

J-4

J-5

When a desk or work area (including printers,
copiers, and fax machines) is left unoccupied,
confidential and/or privileged information is not left
unattended.

[]Yes

] niA

[ 1No

2007-45

Employees are not permitted to take State of
Indiana electronic or paper records off work
premises to be utilized for personal reasons.

[]Yes

1 NA

DND:'

2007-45

Social Security Numbers are not disclosed to
unauthorized persons or entities.

J-6

"When employees are not working directly with

O yes

] N/A

INo

200746

| confidential documents, these documents are filed |

| or stored in drawersicabinets to prevent
| inadvertent disclosure of information.

[ Yes

O Nia

[ No

2007-45

| Empioyees only access confidential information to

the extent they have permission or authority to
access.

[JYes

[ A

| OONo

2007-45

Employees do not leave voicemail messages that

| _::ontain Saocial Security Numbers.

[l Yes

] wa

i[jNu

2007-48

Comments:




accessible locations.

Comments:

Document Destruction Yes ! No Relew_mnt
Policy

If document destruction services are procured,
there is a written agreement to adhere to the [
standards of Policy 2007-16 between the | [JYes | [ Neo 2007-42
Regional Operator and the document |
destruction company providing the service.
Documents are destroyed in such a manner as
to ensure information contained on the records [l Yes [ Ne 200742
is unidentifiable. )
Documents are destroyed in a secure location. [] Yes [INo 2007-42
Employee notes and documents containing | '
confidential information such as SSN's, that are |
not subject to the records retention policy, must ! Llves [INo 2007-46
be shredded. i i
Confidential records are not discarded in frash
bins, recycling containers, or other publicly [1Yes I No 2007-42




Workplace Safety and Security Yes NIA No '“"Pm“h'“
) Policy established that prohibits the o
L sion of weapons. _ Clyes | O wa | CONe 2009-06
| Empleyee unauthorized use of cameras,
L2 | including cell phone cameras is prohibited Cyes | [0 NA | [INe 2007-45
from use on the premises.
Does office have a writien emergency ' Administrative
L-3 response plan? Oyes | [ WA L1 N Ingquiry
Does the office have a policy regarding Adeministrative
L-4 hazardous chemicals? Oives | OO WA | [Iho Inquiry
Employees do not share computer passwords
L5 | with fallow workers. ] Yes | ONA| [ONa IRLA
i A
Computers are used by employses in i
compllance with the Information Resources
Use Agreament (IRUA) which is a statewide
policy intended to improve the state's
L-6 | information security and guide state Oves | OO NA | [CiNo IRUA
employess regarding appropriate use. {
' Doas the office utilize security cameras? If so,
how many cameras are there and are they Administrative
L-T | cumently monitored by an alarm company? Oves | [I NA | [INo Inguiry
|
" Does the office utilize on-site security such as Administrative
L8 4 security guard or off-duty police officer? [ ¥es | O NA | CONo Inquiry

Comments:




Employee Notification

Yes

NIA

No

Relevant
Policy

{ Employees were made aware of ethics rules
{ which prohibit benefiting from, or permitting
any other person to benefit from, confidential
information as further outlined at
hitp:/Awww.in.gov.fig (Indiana Inspector
General's Office.)

1 Yes

([ NA

I No

2007-45

Employees were made aware that DWD
adopted a zero tolerance policy for
employees who fraudulently file for
unemployment benefiis or public relief while
currently employed at DWD.

M-3

[]Yes :

L] NA

CINo

2007-39

Employees were made aware that, whan
injured, State Form #34401 must be
completed and sent to HR immediately

[]Yes

L] NA

II:IND

2007-40

Employees were made aware of tort claim
procedures involving non-employees for

accidents/injury to person/property.

i O Yes

O Na

[INo

2007-40

Employees were made aware of procedures
in responding and reporting customer
incidents involving workplace violence and
possible actions if such conduct occurs.

. [ Yes

] Na

CNe

2008-06

Comments:




m EQ Compliance & WorkOne Appearance Yes N/A No R:::r:ynt
| .
5 Is there EQ signage posted in a highly visible .
N-1 area within the WorkOne? ) [ives | [JNA | [INo 200{"_‘_‘_{}4
Is the EO signage formatted for non-english i L )
N-2 | speaking individuals or individuals with visual COyes | I NA | [INo Adn;'r’:"q'irawe i
impairments? i
. ; Administrative
Is there ample room for parking for both E
N-3 | WorkOne employees and clientele? Oves LI NA | [INo Inquiry
T [ ls the WorkOne building itself in an acceptable . f | — | Administrative
N-4 functional condition? [1Yes ; L1 NA | LINo Inquiry
Are the grounds of the WorkOne facility in i Administrativ
N-5 | good condition and free from excessive trash [Iyves [ ] NA | [INo F:lquiry ¢
| or clutter? . :
If any flags are publicly displayed (indiana State ; o
N-6 | or The United States) are they in acceptable [COyes 1WA | [INo M"r:;ushwah”e
encugh condition for public presentation?
Is the WorkOne sign easily seen from the road . - Administrative
N7 andis there easy access to the facility? []Yes _ L NA | LINo Inquiry
Does the office possess sufficient amount of ' Administrative
i I
N-8 computers for public access? [Yes . LI NA | LINo Inquiry
i
c
i
E
E
o
o




E7-K PY15 Fiscal Monitoring Guide

SECTION 2: TESTING PROCEDURES & REFERENC 2 L C 7 R

[The following testing procedures and resources, as well as pertinent documentation gathered from the WDB, will be used by DWD Regulatory Oversight and Compliance menitors when
performing annual desk reviews and on-site visits to evaluate the WDB's com p!lﬁwal, st%e:jnld Igal guidelines and determine whether objectives are met,
b 1

T i T T s P BT T YR e SR PTG R
DWD Regulatary Oversight and Compliance [ROC) monitors will evaluate the WDB's capacity to perform the finandial man: went functions required by federal, state and local guidelines
vhen operating federal and state funded workforce development grants and ensure proper safeguards are in place to protect grant assels. Monitors will focus on financial management
systems that relate to budgets, cash management, program income, cost allocation, allowable costs, internal centrols and financial reporting.

WDB8 Region:

Monitoring Location:

Local Participants:

DWD Monitors:

Monitoring Date(s):

_ Objective/Source(s] = | i i i Questions

A)|Budget Contrals: The WOB has a 1)[The WDE has an approved budget |  a)|How does the WDB review planned vs. actual

methed for tracking planned that is compared 10 actual expenditures?

expenditures that allows It to expenditures on a regular basis a1)[What frequency?

compare actual expenditures or (1., quarterly] to determine if it (monthly/guarterly/other)?
autlays to planned or estimated needs to modify its budget,

expenditures.

b)|What procedures are in place to handle large

» 29 CFR 95.21(b)(4} - (
()(4) - Comparison varlances in program budgets or spending?

of autlays with budget amounts
for each award.

* 2 CFR 200.302(b}{5) - Financlal
management, b1)}ls a medification warranted?

b2)|Hew are Investigations conducted Lo
determine the reason for any variance?

c)|How are managemant/administration staff
informed of planned vs. actual status?

B}|Cash Management: The WDB's 1){The WDE has a mechanism In a)[How often does the WDB draw down cash
cash draws are necessary and place, including policles and and how does it determine when and haw
reasonable, and the timing and pracedures, to minimize the time much cash to draw down?
lamount of such draws appear to between the transfer of funds
be as close as possible to the from DWD and disbursement of
actual disbursement of grant funds|  [funds to pay allowable costs, The | b)[D02s the WDS follow its own policies and
for the payment of allowable and WDB draws cash as close to the procedures on cash management?
;:I::?ble costsincurred by the ‘;;::;T:Emg s c}|Are bank statements reconciled with the
« 29 CFR 95.21(b)(3) - Effective official buu:: of account (e.g, Fundware)
control over and accountability for wach mant
all funds, 2)[The WDB has mechanisms in place,| d){Do bank recanciliation procedures provide
property and other assets. Including policies and procedures, for:

* 29 CFR 95,22 - Payment, to ensure accountability over d1)|accounting for all check numbers used?
* 2 CFR 200.305(b) - Payment, other cash related activities.

« OMB Clreular A-122 - Cost d2)|1dentifying cutstanding checks?
Princlples for Non-Profit

(Organizations, d Ing all checks 60
2 CFR 230, App B, (8)(m) - jdays or mare?

selected Items of Cost/Support of d4)|voiding outstanding checks after a
salarles and wages. reasonable period of time?

)| When are payments recelved from
contractors/vendors deposited?

f)|Describe payroll processing and the payroll
contractor, if applicable.

&)|Are payrolls based on actual after-the-fact
activity reports (l.e., timesheets) which are
certified by employees and

dfapproved by ?
h}|Are payrolis based on project allocation
reports (i.e., timesheets) which are certified
by employees and reviewed/approved by
manzgement?




E}|Internal Controls: Effective 1)|WDB has adequate safeguards for | a)|Deseribe how duties are adequately
contrel, integrity, and all grant property and ensures that |separated to ensure a single individual is not
accountahility are maintained for it Is used solely for authorized requesting, authorizing and issuing payments
all grant cash, personal property, purposes; has mechanisms in place| ar checks.
and other grant assets, to prevent unautharized purchases
= 25 CFR 95.21{b)(3) - Effective and disbursements of grant funds; - - - -
cantral over and accountability for and safeguards its cash and other b} Bescribe tha firandlal transaction
all funds, property and other assets 50 no one person controls authorizetion process,
assets, the order, receipt, payment, and
+ 2 CFR 200.303 - Internal controls. reconciliation of an asset.
¢} Describe how assets, equipment and
property are safeguarded.

d)|Describe budgetary controls.

=

Describe the security in place for IT systems.

Describe the journal entry and approval
process.

g) |Describe the internal control process and
how weaknesses are determined and
minimized.

“Ctegory 2 Administrative Control

Program and grant management systems suppart grant functions or activities necessary for operation of a project but are not related to the direct provision of senvices. These grant
include persannel, administrative and oversight, management information, and reporting systems. Functions not incarporated in Financial Management Systems are included in
this section. In addition, activities are included when their purpose is to ensure compliance with applicable statutory, regulatory and grant requirements common to all ETA grants.

H) [Subrecipient Menitoring: The 1}[The WDB maintains policies and a)|Describe the WDB's subrecipient monitoring
'WDR Is responsible for cversight of| procedures for core management Process.
the operatiens of the federal functions and program operations.
award supported activities. The
WOE must monitor activities
under federal awards to assure
compliance with applicable 2)|written manitoring tools and
Federal requirements and procedures are used to monitor all
erfanmance spectations are elements of the grant Statement of]
being achieved. Work (SOW) against performance v
abjectives and compliance with }|Does the WDB monitor its subreciplent(s) an
+ 2 CFR 200,330 - Subrecipient and ot least an annual basis?
contractor determinations. uniform adminlsirative
* 2 CFR 200.331 - Requiremen ¢)[Does the WD issue written monitoring
for pass-through entities, reports to its subrecipients?
d)|How soen after subrecipient monitoring are
reports lssued?
e){How are subreciplent monitoring findings
resolved?
1)| Record Retention: Record 1)|The WDB maintains and follows a) [Describe the WDB's record retention policies
retention practices must comply record retention policies that meet and practices.
with applicable federal laws and the requirements of applicable
regulations, federal laws and regulations.
* 2 CFR 200.333 - Retention
regquirements for records,




Obiectivels

Procurement: All procurement
actions are conducted in @ manner
that provides for full and open
competition.

* 29 CFR 95.40-48 - Procurement
Standards.

* 2 CFR 200.317 - Procurements by
states.

= 2 CFR 200.326 - Contract
provisions.

PageBof9

The WDB follows their own
|procurement procedures which
reflect applicable state and local
laws and regulations, provided
that their procurements conform
to applicable federal laws and
standards.

Describe the WDB's procurement activities
land processes, and how it ensures full and
lopen competition.

The WDB maintains a system for
the administration of contracts,
including appropriate contract or
sub-recipient clauses.

Describe how procurement activities are
separated 5o there is no conflict of interest.




E7-L PY15 Monitoring Schedule

PY 2015 — 2016 WIOA MONITOR TRIPS

DATE REGION ENTRANCE CONF___ ON-SITE

SEPT 14-18 REG11  NOON (11:00AM THEIR TIME) (CROWE)
OCT 5-9 REG 8 10:30AM (CROWE)

OCT 26-30 REG7  10:30AM (CROWE)

NOV 16-20 REG 9 10:30 AM (CROWE)

DEC 7-11 REG10  NOON (CROWE)

JAN 11-15,2016 REG 12 9:30 AM

FEB 1-5 REG 5 10:00 AM

FEB 22-26 REG 4 11:00 AM

MARCH-14-18 REG 6 11:00 AM

APRIL 4-8 REG 2 NOON

APRIL 25-29 REG 3 NOON

MAY 16-20 REG 1 NOON (11 AM THEIR TIME)

The team will consist of Bruce Hall, Carmen Upchurch, Jennifer Biddle, and
supervisor Thomas Brown.



E7-M

PY15 Internal Control Matrix

Audits Petty Cash

Approves Purchase Orders r r I~ r|r r r r r P
Verifies Receipt of Order ~ I } r r r r~ r r~ r
Prepares Request for Funds f r 3 P I~ r i

Authorizes Disbursements r ~ r r - r r r ~
Prepares Checks ' f Sl |r = N N e - r

Signs Checks Manual r r i r r i I I

Signs Checks Machine r ! I r r r I f r~

Cust. Of Check Signing Devices | © rr r i F - r f I r

Cust. Of Blank Checks r f i r r r r | -
Compares Checks w/ Vouchers I r Flr i r f r r
Distributes Checks r r ) r - I~ i

Post Disbursements - rjr|r | r|r r rir|r -
Computes Cost Allocations r r r ' r r i T f r i
Receives Cash r rir|r|r|r|r - - I

Posts Receipts r r T r r r =

Deposits Receipts r ™ r r r r - -

Cust. of Petty Cash r o l f J r

Petty Cash Replenish r r ' - |- p

. r r -1r -

Bank Recaonciliation

Maintains General Ledger

Prepares Financial Report

Approves Financial Report
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PY15 Sample Monitoring Report

1IN D_IANJ'\
WORKFORCE
DEVELOPMENT
anp s WorkOne cevrees

COMPREHENSIVE MONITORING REPORT
PROGRAM YEAR 2015

REGION 5
Region 5 Workforce Board, Inc.
/o Interlocal Association
836 South State Street
Greenfield, IN 46140

On-Site Visit: February 1-5, 2016

Menitoring Period: July 2015 - January 2016

Menitoring Team: Thomas Brown (Supervisor), Carmen Upchurch, Jennifer Biddle, Bruce Hall
. REPORT STRUCTURE

" The Indiana Department of Workforce Development {(DWD) Regulatory Oversight and Compliance

Division {ROC Division) conducts monitoring of each Local Workforce Service Area (LWSA or Region) to
examine compliance with statutory and regulatory requirements and identify areas in need of
administrative, financial management, and/or programmatic improvement. This Comprehensive
Meonitoring Report (Report) includes program review summaries, compliance findings, qualitative
observations, technical assistance and guidance provided during the review period, and may also discuss
any notable new initiatives or best practices.

Workforce Innovation and Opportunity Act (WI0A) findings, observations, and areas subject to review,
for purposes of this Report, are explained below:

Findings. Items identified as non-compliant with WIOA, federal regulations, or state/DWD policies and
procedures shall be classified as findings. ROC Division staff will provide citations from WIOA, federal
regulations, or state/DWD policies and procedures to identify specific areas of non-compliance and will
explain the corrective measures necessary for resolution.

Observations. Items that may or may not be compliance-based, but may impede effectiveness and
efficiency of services to individual and business customers shall be classified as observations. ROC |
Division staff may offer suggestions or guidance to assist the LWSA in making qualitative improvements,



or may make a referral for further technical assistance by appropriate DWD stafi. New, unique,
significant, or innovative programmatic efforts and results, and/or any practices that are noteworthy or
exemplary will be discussed as observations.

Areas Subject to Review. Workforce Development Board {WDB), regicnal operations, and service
provision information, systems, policy, procedures, and documents at all management and service levels
are subject to review under, but not limited to, three major subject areas (Review Areas):

1. Administrative & Financial Management. This area includes, but is not limited to, an evaluation
of the LWSA's Workforce Development Board (WDB) and subcommittees, the WorkOne syster,
administrative and financial policies and practices, and subrecipient monitoring and oversight
according to applicable federal and state legislation, regulations, policies and guidance, and
OMB Circulars and Uniform Guidance. ROC Division staff conduct this evaluation via document
review and sample selection.

2. Workforce Development Programs. This area includes, but is not limited to, an evaluation of
the LWSA's programs and services to eligible participants pursuant to WIOA requirements and
related federal and state legislation, regulations, policies and guidance, and OMB Circulars and
Uniform Guidance. At least ten random, computer-selected participant files are examined per
program (Adult, Dislocated Worker, and Youth] for proper maintenance and content, inclusion
of pertinent forms and data, appropriate and adequate case notes to ensure continuity from
time of application through completion of services, as well as verification that all relevant data
has been entered into the case management system {currently TrackOne). On-site visits to
various WorkQOne centers within the LWSA and interviews with regional management, staff and
clientele are conducted to observe operations {e.g., security, building function, appearance,
convenience to customers, safety concerns, etc.) and gain insight into the WorkOne
envirenment, processes and procedures, and overall customer service efforts and effects.

This area also includes a review of any additional DWD-administered grants and programs active
within the LWSA during the monitoring period. ROC Division staff, during their overall review,
correspond with applicable grant and program management staff to obtain progress and status
updates for inclusion in this Report.

3. Performance. This area includes, but is not fimited to, a snapshot of information regarding how
the LWSA has performed against applicable performance requirements. For this Report, data
reviewed covers July 1, 2014 - June 30, 2015 (FY2014), when the Workforce Investment Act
(WIA) was still in effect. Thus, due to availability of performance data at the time of review,
analysis within this section is based upon WIA's performance requirements.

Base WIA performance reguirements consisted of three core indicators applied to programs
serving Adults and Dislocated Workers, and three core indicators applied to programs serving
Youth (collectively, the "Common Measures™). States could negotiate with the United States
Department of Labor (USDOL) to establish specific levels of performance or “gozks” for sach
measure. Within a state, each LWSA's actual performance had to be within 80 percent of the
state's “goal” per measure to avoid sanctions. This comparison of “actual” agzinst “goal”
determined whether performance reguirements were met.

ROC Division staff evaluate this area by reviewing Indiana’s data based on negotizted goals to



provide a "performance snapshot™ within this Report.

Il. REGIONAL SUMMARY

Counties: Bogne, Hamilton, Hancock, Hendricks, Johnson, Madison, Morgan, Shelby
Grant Recipient: Region 5 Workforce Board, Inc.

Fiscal Agent: Interlocal Association

Administrative Entity: Interlocal Association

Prior Monitoring: One compliance finding was satisfactorily resolved, and there were no

questioned costs during last review

Region 5 Workforce Board, Inc. is the grant recipient and client services are provided by Interlocal
Association and JobSource (Adult, Dislocated Worker, and Youth). The seven WorkOne offices within
this eight county LWSA include:

= Boone County / Lebanon {Express) « Johnson County / Franklin {Full-Service)
+  Hamilton County [ Fishers (Express) = Madison County / Anderson (Full-Service)
# Hancock County / Greenfield {Express) # Shelby County / Shelbyville (Express)

* Hendricks County / Plainfield (Full-Service)

On-site monitoring was conducted in February 2015 by DWD's ROC Division at the Region 5 Workforce
Board, Inc./Interlocal Association headquarters office located in Greenfield, and various WorkOne
Centers within the LWSA. An entrance conference was held at the WDB headquarters in Greenfield,
with the Region's Executive Team attending. WorkOne offices reviewed included Anderson, Greenfield,
Lebanon, and Plainfield. A summary of potential findings and observations was provided in person to
the Associate Director at the end of on-site monitoring, with further discussions occurring via email.

DWD ROC staff noted a significant restructuring of the case management team in the Anderson
WorkOne office since the PY2014 monitoring visit. Eight of the 13 JobSource staff dedicated to
providing case management services appear to be new to the team. Although a potential risk to
operations may exist given the number of departed tenured staff and the restructuring, ROC staff did
not identify any specific operational deficiencies during this visit.

Region 5's PY2015 WIOA allocation (WIB-5-05) is 51,654,724,

Other grants active within the LWSA during PY2015 include:

= BC-5-05 s WIAIN-4-05
s« DEIDC-4-05 «  WIB-405
s  NEGDWT-3-05 *  WIN-5-05

s  SPDWG-5-05 510-5PDWD-05



ANALYSIS

Information within this section summarizes the ROC Division's overall evaluation of the LWSA relative
to the Review Areas described herein.

Administrative & Financial Management

Review Summary:

Specific items examined included contracts, property leases, Memoranda of Understanding (MQUSs],
Equal Opportunity (EQ) complaint logs, audits, various policies and procedures, cash draws, accrued
expenditures, general ledgers, trial balances, bank reconciliations, disbursements, internal controls,
asset management, On-the-Jab Training {OJT) records, procurement records, staffing and payroll
records, subrecipient monitoring documentation and practices, and WDB records, agendas and
meeting minutes.

Compliance Findings:

There were no areas of noncompliznce identified within the scope of this review.

Qualitative Observations:

Observation #1: Exercising Discretion lay implementation of P rement Standards

OMB Uniform Guidance permits WDBs to delay implementation of the revised procurement
standards for two fiscal years beginning after December 26, 2014 (i.e., July 1, 2017) as long as the
decision is documented in the WDB's procurement policies.! The WDB is encouraged to ensure such
verbiage exists within its procurement policy.

Workforce Development Programs

Review Summary:

Ten Adult, ten Dislocated Werker, and ten Youth computer-generated, mndomly selected participant
files were examined by DWD ROC Division staff. Monitoring stzff also visited various WorkOne
centers within the LWSA, observed operations first-hand, conducted interviews with various
WaorkOne management, staff and clients, and gained insight on the WorkOne environment, processes
and procedures, and overall customer service efforts and effects.

Compliance Findings:

There were no areas of noncompliance identified within the scope of this review.

12 OFA Part 200,110,



Qualitative Observations:

Observation #1: Noteworthy Efforts for Out-of-School Youth Recruitment

WIOA requires that a minimum of 75 percent of Youth funds be spent on out-of-school participants,
a significant change from the 30 percent minimum mandated in previous workforce legislation. The
new spending level must be fully implemented by the end of PY2016. Region 5 is currently working
on achieving that percentage in its spending. To increase the number of out-of-school Youth clients,
the Region is utilizing a strategy that has worked well in past years for the recruitment of younger
Youth. Current participants are paid an incentive for referring new clients. The payment is made
only when the new client successfully completes the enrollment process. Additionally, enroliments
of WI0A-funded in-school participants have been significantly reduced, and other funding sources
are being used for this population. Additionally, the Region is strengthening and expanding its
relationships with local adult education entities.

Observation #2: Noteworthy Efforts toward Youth “Literacy and Numeracy Gains”

The State’s WIA Youth “Literacy and Numeracy Gains” goal for PY2014 was 60.0 percent. Statewide
performance for this period was 45.1 percent, which is 75 percent of the goal, and Region 5's
performance for this period was 43.3 percent, or 72 percent of the goal. Region 5 determined one
primary factor possibly impacting in its lower the expected performance was having too few
participants return for re-testing after training, and the likely reason was waiting too long after
training to re-engage those participants and cali them back into the office for re-testing. The
management team has implemented a procedure change and now brings participants back into the
office for re-testing immediately after training. The Region anticipates this new strategy will
maximize client participation in re-testing and improve performance results.

Programmatic Technical Assistance:

WIOA Youth. The DWD Strategic Initiatives unit provided statewide guidance and technical
assistance for the WIOA Youth program, and Region 5s Youth staff participated in all of these
mestings and training opporiunities. The statewide Jobs for America’s Graduates (JAG) meeting in
July 2015 brought together JAG specialists, coordinators, and regional managers and provided
opportunities for training, networking, and the exchange of best practices. An all-day WIOA Out-of-
School Youth training workshop for Youth case managers statewide occurred on January 12, 2016,
and quarterly meetings continue to be held for JAG managers, WIOA Youth directors, and Youth
specialists.

Other Programs:

Trade Adjustment Assistance (TAA). TAA provides training, income support, job search, and
relocation assistance to workers dislocated by foreign competition. TAA has its own dedicated

funding stream and is administered and monitored by the DWD Dislocated Worker Unit (DWU}. The
TAA Act requires DWD monitoring of four LWSAs each year, with additional monitoring periodically
conducted by USDOL Region 5. TAA services are available in each LWSA's full-service WorkOne
centers.



Veterans Services. Veterans Services include career counseling, referral to employment, assessment,
and supportive services to qualifying military veterans and qualifying eligible spouses. Services
targeted to the unique needs of disabled veterans are also available. The program is funded by Jobs
for Veterans State Grant (IVSG) and USDOL Veterans, and is administered and monitored by DWD
State Veteran staff. Additional monitoring is conducted by the USDOL Veterans office, located at
DWD. Veterans have Priority of Service for any service offered through the WorkOne system.

. Performance

ROC Division staff extracted <zta from Indiana’s PY2014 WIA Cuarterly Summary Report (ETA-0030)
to analyze Region 5's performance against Indiana’s negotiated goals found at
http://doleta.gov/performance/goals/st neg perf level.cfm. The tables on the following page
provide a snapshot of the LWSA's actual performance during FY2014,

THE REMAINDER OF THIS PAGE IS INTENTIONALLY BLANK



T Y Y 5 et Brasser s By
Entered Empln'fment Rates AJ:IuII:s i 652.00% i 74.65% 73.10%
{% of Exiters) Dislocated
{10/01/2013 - 09/30/2014) | Workers S00% | sk 76.50%

i { H 84.35% 85.90%
Employment Retention Rates :il;oh;t - | 83.00% :
- i i
{04/01/2013 - 03/31,/2014) Workers : B2.00% | 89.89% 89.00%
, Adults $13,000 | $512,765.72 $13,279
Average Earnings Dislocated . |
(04/01/2013 - 03/31/2014) Workers $15,000 $17,016.45 515,603
Placement in Employment or Youth I
Education (14-21) 66.00% I 72.47% 71.60%
{10/01/2013 - 09/30/2014) i
Attainment of Degree or Yoush
Certificate ' (1421) 6200% |  6738% 67.30%
{10/01/2013 - 09/30/2014} |
| Literacy and Numeracy Gains | Youth i
| (07/01/2014 - 06/30/2015) ‘ {14-21) 43.00% J 43.31% 45.20%

TABLE A provides Indlana’s gool compared ageinst Indiona’s and the LWSA's octuai performonce af the end of PY2014 for
each common measure. Each LWSA needed to achieve ot least 80 percent of each gool. Region 5 exceeded two of the
three goals for WIA Aduits, exceeded all three goals for WiA Disfocated Workers, and exceeded off three goals for Wi4
Youth. The Reglon was within the acceptable 80 percent range for the remaining WIA Adult goal.

TABLEB =

Total Sewed Adults 13 0?5 166,799

(07/01/2014 - 06/30/2015} Dislocated Workers 1261 7,112
Total Youth 667 5,675

Total Exited Adults | 11,548 153,881

{04/01/2014 - 03/31/2015} Dislocated Workers 943 4,689
Total Youth 343 2,946

TABLE B provides cumudative 4&-Quorter performance. Specificoilly, this is the totol number of WIA participonts served and the

total number of WIA participants exited in Region 5 during PY2014.




V. COMPREHENSIVE MONITCRING SUMMARY

This Report summarizes WI0A compliance findings and observations that resulted from the DWD ROC
Division's monitoring of Region 5 for the time period July 2015 - January 2016, as well as performance
data analysis per WA Common Measures for PY ending June 30, 2015. Information provided herein
represents our best efforts to analyze the financial and programmatic status of WIOA-funded programs
active within the LWSA. The results contained in this Report are believed to be true and accurate based
on the samples tested, files reviewed, and staff and individ uals interviewed.

Certified By: April 8, 2016
Thomas W, Brown, Supenisor Date
Regulatary Oversight & Compliance

Approved By: April 8, 2016
Connie Berry, CounselfDirector Date
Regulotory Oversight & Complicnee
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ELEMENT 8: Complaint Processing Procedures
[29 CFR Part 38.70 through 38.79]

DWD Policy 2007-10 entitled, “Grievance/Complaint Procedures Policy” ensures that Indiana
WorkOne full-service centers and express sites implement procedures that are in compliance
with guidelines provided by USDOL regarding the nondiscrimination and equal opportunity
provisions of WIOA.

The DWD grievance policy integrates grievance and complaint processes for the WorkOne
programs funded through DWD, inclusive of the Complaint Processing Procedure requirements
of 29 CFR 38.70 through 38.79.

Each of the twelve regions are responsible for ensuring complaint processing procedures are
made available and followed. The regions provide the name, title, telephone number, and
TDD/TTY number of the Local EO Officer who is the first responder to a complaint.

Initial Review

Applicants, registrants, eligible applicants/registrants, participants, employees and applicants
for employment are notified of their right to the complaint process by way of posters and
notices in the WorkOne offices with the prescribed language from 29 CFR Part 38. The “Equal
Opportunity is the Law” notice communicates that any person who believes that she/he, or any
specific class of individuals, has been or is being subjected to discrimination prohibited by
WIOA, may file a written complaint within 180 days of the alleged discrimination.

Recipients use State Form 45153 (R3/6-16) entitled, “Record of Complaint Information” for
complaint processing All complaint forms are inclusive of the information required for filing a
complaint of discrimination under 29 CFR Part 38.73. The “Record of Complaint Information”
form must contain the complainant’s name and address, the identity of the respondent, and a
description of the complainant’s allegations. The complainant or the complainant’s authorized
representative must sign the “Record of Complaint Information” form.

Notice of Receipt

Pursuant to DWD Policy 2007-10 entitled, “Grievance/Complaint Procedures Policy,” the
recipient must provide for initial written notice to the complainant acknowledging that the
recipient has received the complaint. Additionally, the recipient must inform the complainant
that they have the right to representation. The notice of receipt should provide a written
statement to the complainant containing the issues raised in the complaint and for each issue,
a statement whether the recipient will accept the issue for investigation or reject the issue.
The written notice must include the reason for rejection.

Notice of Lack of Jurisdiction

If the recipient does not have jurisdiction of the complaint, or if the complainant did not file a
written complaint within 180 days, a written “Notice of Lack of Jurisdiction,” including the
reason for the determination, will be sent to the complainant. Also, a notice of the




complainant’s right to file with the U.S. Department of Labor/Civil Rights Center (DOLCRC) within
30 days of the complainant’s receipt of notice will be provided.

Alternative Dispute Resolution

The DWD Grievance Policy provides the complainant with the option to choose the Alternative
Dispute Resolution (ADR) process or for the local-level to do an investigation of the complaint.
The decision to elect ADR or for the local-level to do an investigation solely rests with the
complainant. Should an agreement reached under ADR be breached, the non-breaching party
may file directly with the DOL/CRC within 30 days of the date on which the non-breaching party
learns of the alleged breach. If the parties are unable to reach an agreement through ADR, the
complainant may file directly with DOL/CRC.

Fact-finding

All regions have local autonomy for processing complaints of discrimination within a 90-day
period. The 90 days allows for a period of fact-finding or investigation of the circumstances
underlying the complaint. The remaining time permitted under the regulatory 90-day
requirement allows DWD’s State EO Officer an adequate period for review should the
complainant be dissatisfied with the local decision.

Notice of Final Action

The Local EO Officer must submit a “Notice of Final Action” to the complainant within 60 days of
the date on which the complaint was filed. The Notice of Final Action informs the complainant
of the ruling for the issue(s) raised in the initial complaint and an explanation of each decision, or
a description of the way the parties resolved the issue the notice also advises the complainant
of the person’s right to appeal the local-level decision. The Notice of Final Action informs the
complainant that they can appeal to the State within five days of receipt of the local decision.
The State EO Officer issues a written final decision within the remaining 30 days. The State EO
Officer advises the complainant of their right to file with the DOL/CRC within 30 days of receipt
of the State’s written Notice of Final Action if dissatisfied with the decision.

The DWD Grievance Policy notifies the recipient that should she/he fail to provide the
complainant with a Notice of Final Action, the complainant may file a complaint with DOL/CRC
within 30 days of the expiration of the 90-day period. To summarize, the complainant would
need to file with DOL/CRC within 30 days of receipt of the State’s written Notice of Final Action if
dissatisfied with the decision.

Record Maintenance

All complaint records, including logs, are retained for 3 years after resolution of the complaint.
Recipients are advised to notify the State EO Officer of any administrative enforcement
actions and lawsuits brought against them that allege discrimination on one or more of the
bases prohibited by WIOA Section 188.

State Form 46001 (R3/4-16) entitled, “Customer Service Record” lists complaints received by
each region and is submitted to the State EO Officer on a quarterly basis. The record includes
that name and address of the complainant, the basis for the complaint, a description of the
complaint, the date the complaint was filed, the disposition and date of disposition of the



complaint, and other pertinent information.

Non Discrimination Complaints

When a complaint is not based on discrimination but on program or customer service issue, the
complaint is processed in accordance with local policies and procedures as described in DWD
Policy 2007-10.

Migrant Seasonal Farm Workers

The State Monitor Advocate (SMA) receives information regarding complaints in an aggregate
form and uses the Services to Migrant and Seasonal Farmworkers Report, Employment and
Training Administration Form 5148, on a quarterly basis for submission to USDOL.




METHODS OF ADMINISTRATION

Element 8 Documentation

No policies, documents or supporting samples have been added to this section. Previously
provided.
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ELEMENT 9: Corrective Actions/Sanctions
[29 CFR Part 38.76 through 38.79]

DWD Policy 2002-34 entitled, “Sanctions Policy” provides the State’s approach and guidance
concerning those instances when sanctions and corrective actions may need to be
implemented.

DWD intends to be fully supportive of the local delivery systems. Toward that end, sanctions
will be considered as a last resort. Technical assistance, clarification, and reasonable corrective
action opportunities will be offered first. There may be instances where technical assistance
would not be appropriate and where progressive action may begin without technical
assistance. There may also be instances where a violation has not yet occurred, but the grantee
will be notified of the potential problem so that corrective action may be taken on the
recipient’s own volition.

In the rare case that a sanction or corrective action is called for, the notification of a sanction
shall be received by the parties involved at least ten (10) working days before the scheduled
imposition of sanctions, as evidenced by certified mail. The letter will restate the violation, the
corrective action needed, and the appeal process. If satisfactory evidence of the needed
corrective action set in place is presented toDWD within this ten (10) working day period, DWD
may postpone the implementation of the sanction. The sanction can be postponed until the
completion of the corrective action within the DWD approved timelines. In this case, the
implementation of the sanctions may be lifted. However, if the state deadline is reached
without completion of the action, the sanction will be imposed.



METHODS OF ADMINISTRATION

Element 9 Documentation

No policies, documents or supporting samples have been added to this section.
Previously provided.



	ELEMENT 2:  Notice and Communication
	[29 CFR Part 38.29 through 38.36]
	EO Notice Requirements
	Displaying the WIOA EO Tagline and TDD/TTY
	WorkOne Brand Policy
	Information in Languages other than English
	Telephonic and Face-to-Face Interpreter Services
	Nondiscrimination Efforts

	ELEMENT 3:  Review Assurances, Job Training Plans, Contracts, and Policies and Procedures
	[29 CFR Part 38.20]
	Recipients must take appropriate steps to ensure they are providing universal access to participants according to DWD Policy 2012-04 entitled, “Nondiscrimination and Equal Opportunity Requirements of WIA.”  These steps should include reasonable effort...
	Indiana’s WorkOne offices strive to serve a broad range of customers through outreach efforts and other uses of partner resources.  Such efforts include community outreach, job fairs, job information centers, posters, fliers, and brochures that promot...
	Also, many of the DWD services are available in multiple formats including web-based applications for labor exchange, unemployment insurance, and labor market information.  Customers can go online to access their specific region’s WorkOne website to v...
	Demographic Assessment
	Hoosiers by the Numbers is a website that provides LWSAs with a tool to identify the diversity in their respective regions.  Demographic data targets populations by age, race, and ethnicity.  Local demographic information assists the local regions in ...
	Outreach Efforts
	The full range of employment and training services delivered through Indiana’s WorkOne system is accessible to, and meets the needs of, specific populations.  Such populations include:  dislocated workers, displaced homemakers, low income individuals,...
	Examples of outreach efforts for specific populations:
	Limited English Proficient
	Individuals who do not speak English as their primary language and who have a limited ability to read speak write, or understand English can be classified as limited English proficient (LEP).  Various services are offered within the twelve (12) region...
	DWD Policy 2011-02 entitled, “Policy Guidance for Ensuring Access to Services for Individuals with Limited English Proficiency” provides guidance to grant recipients in serving LEP individuals.
	In December 2014, the IDOA extended an existing contract for Interpreter Services for Indiana’s workforce development system.  Please see Element 2 for complete information.
	Migrant and Seasonal Farm Workers
	The State Monitor Advocate (SMA) provides technical assistance to staff of the WorkOne system, including training on referral of migrant and seasonal farm workers (MSFW) to agricultural and non-agricultural job orders and coordination of services for ...
	Proteus, Inc. has served as the MSFW Outreach service provider since November 2013 and is also the the WIA/WIOA Section 167 grantee Proteus anticipates making contact with about 950 farm workers in PY 2016-2017.  Data supplied by Proteus indicates the...
	Proteus Outreach staff consists of six workers:  Kokomo -3; South Bend – 1; Columbus – 1; and Vincennes – 1.  Of the approximate 8,000 MSFW in the State last year, Outreach workers were able to identify 3,900 farm workers and their dependents.  Outrea...
	DWD anticipates providing Outreach staff with updated brochures on migrant and seasonal farm worker services available from DWD.  These brochures will also be posted in the licensed labor camps and the Outreach offices.  Additional opportunities for O...
	Approximately 45 licensed temporary labor camps and 20 other farm worker employers throughout Indiana represented supplementary contact prospects.  A data summary report is provided to DWD and other funding sources at the end of every migrant season, ...
	Dislocated Worker
	Dislocated Workers have access to core services through Indiana’s WorkOne offices.  When a plant is closing or there is going to be a substantial layoff, the WorkOne offices provide Rapid Response Services, including how to apply for unemployment insu...
	Employment Barrier
	Technical Assistance Bulletin (TAB) 2008-07, Change 1 explains DWD’s Federal Bonding Program (FBP).  FBP provides fidelity bonding insurance to employers for coverage of job applicants who are qualified for employment but who fail to secure jobs becau...
	Youth: Jobs for America’s Graduates (JAG)
	Indiana has implemented a statewide multi-year drop-out prevention program targeting at-risk high school juniors and seniors.  An advisory group consisting of a JAG Program Specialist, high school counselors and administrators, and workforce program m...
	The JAG State Career Development Conference was held March 14, 2016 at Ivy Tech Community College in Indianapolis.  Ivy Tech hosted the event providing the students the opportunity to visit the campus and compete in employability skills events.  Twelv...
	Veterans General Services
	 Jobs for Veterans State Grant (JSVG)
	DWD operates the Department of Labor’s JSVG Grant.  DWD Policy 2015-08P6F P explains priority of service for Veterans and eligible spouses.  DWD Policy 2015-09P7F P explains required roles and responsibilities for Disabled Veterans’ Outreach Program (...
	The DVOP Specialists facilitate intensive services to Veterans with significant barriers to employment and/or special training needs.  These services include conducting an assessment, developing a plan of action that is documented, providing career gu...
	The LVER conducts employer outreach and facilitates employment, training, and placement services furnished to Veterans.  These services focus on outreach to employers, career fairs, employer workshops, job development, and training assistance services.
	 Priority of Service
	All staff in the WorkOne offices provide Veteran priority of service.  This is most evident when staff refer individuals to job orders posted on ICC.  ICC also allows the user to self-identify as a veteran.  WorkOne staff contact Veterans for referral...
	 Specialized Staff
	DWD has sixty-one (61) funded Veteran staff positions divided between DVOPs and LVERs to serve Veterans and eligible spouses throughout the State.  DWD provides statewide services to several thousand Veterans through operations at full-service and exp...
	Veteran Special Needs
	Specific groups of Veterans, such as the Indiana National Guard, the disabled, the homeless, the unemployed, and the incarcerated/previously incarcerated are provided services designed to meet their specific needs.  Information about these programs fo...
	 Yellow Ribbon Program
	DWD has continued its agreement with USDOL to provide employment, unemployment, reemployment, and training services to National Guard soldiers returning from deployment and demobilizing throughout Indiana.  Under this program, JVSG staff provides the ...
	o Assistance in locating WorkOne offices and Veteran staff contact information;
	o Informational services in regards to soldiers’ Federal rights; and
	o Enrollment, resume, interview and job search assistance.
	In addition, LVERs and DVOPs provide continuous support services throughout the year to the Indiana National Guard Yellow Ribbon Program, including support services for the Indiana Air National Guard units in Fort Wayne and Terre Haute.
	 Vocational Rehabilitation and Employment (VR&E) Services (Chapter 31)
	Chapter 31 is a unique program designed specifically for disabled Veterans.  It has two primary goals:  1) to assist the service-disabled Veteran to prepare for, obtain, and maintain suitable employment; and 2) for those Veterans who are severely disa...
	 DWD’s JVSG and HIRE Efforts
	JVSG staff partner with DWD’s Hoosier Initiative to Re-entry (HIRE) program. Specialists provide intensive services to our Hoosier offender population.  As of May 2016, several DVOPs have completed a specialized certification to become Offender Workfo...
	 Veterans’ Career Fair
	DWD, the VA and several Workforce Development Boards (WDB) supported unemployed Veterans or those seeking different employment through a Veterans’ career fair.  The career fair entitled, Operation Hire a Hoosier Veteran, occurred on April 20, 2016 and...
	DWD and the Indiana Department of Veteran Affairs have partnered to provide 11 Community Outreach Events throughout the State of Indiana.  These events include:  employers that are ready to hire, and Veteran/civic agencies that provide benefits.
	 Section 503 and Vietnam-Era Veterans Readjustment Assistance Act (VEVRAA)
	Training has been provided to DWD’s Lead Team and WSA staff members on the regulation changes for Section 503 and VEVRAA.  Training has been provided to Business Service staff and ICC staff through various means such as leadership conferences and conf...
	Efforts to Special Populations
	The Local WorkOne offices provide services to special populations with special needs:
	 Services to Incarcerated and Previously Incarcerated Individuals
	In December 2011, DWD undertook the planning process of developing a reentry program in partnership with the Department of Corrections (DOC).  In March 2012 operations began, and since that time, DWD has hired ten (10) Reentry Employment Coordinators....
	Through the partnership with DOC, the Reentry Employment Coordinators work with individuals both pre-and post- release to prepare them for the workplace and expectation of today’s employers.  The training process includes more than thirty (30) hours o...
	 Re-Employment Services & Eligibility Assessment (RESEA) and Jobs For Hoosiers (JFH)
	In April of 2016, Indiana’s Reemployment Services Programs: Reemployment Eligibility Assessment (REA) and Worker Profiling Reemployment Services (WPRS) transitioned into the USDOL’s new RESEA program. The new RESEA program is still an unemployment ins...
	Indiana’s RESEA program is two-fold. “Initial RESEA” claimants are selected from a pool of eligible, non-job-attached claimants upon filing the fourth (4th) week of their UI claim, and are required to report in person to the WorkOne Center on approxim...
	Any of the RESEA Initial participants who are still collecting at the fifteenth (15th) week of their UI claim are contacted for re-engagement as part of the “Subsequent RESEA” program. These long term claimants are brought in for a one-on-one Re-Asses...
	In 2014 and 2015, JFH was partially funded through the REA grant (with additional funding from WP and UI) as part of the elite USDOL REA study of program effectiveness. Now that the Data Collection phase of the REA study has ended, JFH is no longer pa...
	Disability Employment Efforts:
	The special needs of the disabled are addressed in Indiana’s WorkOne offices through programs and services.  Descriptions of these programs and services are provided:
	 Disability Employment Initiative Grant
	In October 2012, DWD received funding to implement the Disability Employment Initiative (IN-DEI) grant.  The focus of the grant was to increase the education, training and employment opportunities for adults with disabilities, ages 18-64 who had a phy...
	IN-DEI was comprised of five pilot sites and four control/comparison sites.  Pilot sites received funding to hire a full-time staff person, referred to as a Disability Resource Coordinator, to implement the grant at the local-level.  IN-DEI consisted ...
	o Community outreach to consumer, employers, and organizations to promote IN-DEI.
	o Social Security’s Ticket to Work program; and the hiring of qualified persons with disabilities;
	o Identifying beneficiaries who had an assignable Ticket;
	o Assessing structural programmatic accessibility of WorkOne buildings, programs and services;
	o Providing training and resources to staff (i.e., rules and regulations, sensitivity training, how to identify both visible and non-visible disabilities, etc.); and
	o Providing consumers with financial literacy tools, disability resources, and employment support to assist them in finding, obtaining and retaining employment.
	The grant was originally scheduled to end September 30, 2015; however, USDOL granted a six-month, no-cost extension, extending the ending date through March 31, 2016.  A few significant activities occurred during IN-DEI to increase access and awarenes...
	o Easter Seals Crossroads
	o Hamilton Center, Inc.
	 Hoosiers with Disabilities
	Job seekers with disabilities can access information on DWD’s website regarding Employment Assistance:  Reasonable Accommodations, Assistive Technology, and Disability Resources at http://www.in.gov/dwd/WorkOne/job_seekers.html
	 Accommodation Services
	TTY/TDDs and the 1-800 relay service are available in WorkOne offices to assist with providing communication to all customers, including individuals with disabilities.
	WorkOne Partner Efforts:
	Indiana’s WorkOne system also meets the needs of its major customer groups by maximizing the use of WorkOne partner resources.
	 WorkOne Partner Resources
	DWD coordinates with Family and Social Services Administration (FSSA), the State agency that receives federal funding to serve individuals with disabilities, and Vocational Rehabilitation Services (VRS).  Examples of the coordination between DWD, FSSA...
	o An enhanced relationship with VRS to ensure that recipient services are appropriate for people with disabilities.  VRS serves amputees, persons with mental illness, the developmentally disabled persons with orthopedic, neurological, vision, and hear...
	o VRS Counselors are referring clients to WorkOne offices after case-closure to receive assistance with follow-up services;
	o FSSA oversees a bi-monthly Transition Advisory Council (DWD participates) with a focus on ensuring transition services for youth with disabilities;
	o MOU between DWD/FSSA to permit access to wage records;
	o FSSA and VRS are promoting DWD accessible workstations and referring/meeting clients at the WorkOne offices to assist with their client’s job search;
	o Submission of a unified State Plan; and
	o MOU between DWD and the Division of Disabilities and Rehabilitative Services (DDARS)to collaborate the job matching efforts for people with disabilities through 2015.  Employers with disability hiring initiatives posted job opportunities on ICC.  IC...
	 Before asking applicants to identify themselves as having a disability, the recipient clearly informs the individual that:
	 Providing the information was voluntary; and
	 The information was kept confidential as provided by law; and
	 Refusal to provide the information would not subject the applicant employee or participant to any adverse treatment, and
	 The information was used solely for taking affirmative action under Section 503 of the Rehabilitation Act, and only in accordance with the law.
	 Mobile/Virtual WorkOne Offices
	Employ Indy, which represents Marion County, offers mobile WorkOne services.  The mobile team is equipped with career advisors, computers, and workshop materials and connects individuals to all of the programs and services available through a traditio...
	The mobile WorkOne schedules regular stops at seven community-based organizations and many Indianapolis/Marion County Public Library branches.  The mobile team also visits other organizations as needed, attends career fairs and hiring events, and can ...
	Measuring Success
	The services implemented by the State and LWSAs are measured at the end of each program year by comparing actual performance against the goals of the Common Measures.  The state goals are negotiated between USDOL and DWD state staff at the beginning o...
	Adults
	 Entered Employment Rate
	 Employment Retention Rate
	 Average Six-Months Earnings
	Dislocated Workers
	 Entered Employment Rate
	 Employment Retention Rate
	 Average Six-Months Earnings
	Youth
	 Placement in Employment or Education
	 Attainment of a Degree or Certificate
	 Literacy and Numeracy Gains

	ELEMENT 6:  Data and Information Collection and Maintenance
	[29 CFR Part 38.37 through 38.41 and 38.54(d)(1)(iv) and (vi)]
	ELEMENT 7: Monitor Recipients for Compliance
	[29 CFR Part 38.54(d)(2)(ii)]
	[29 CFR Part 38.70 through 38.79]
	DWD Policy 2007-10 entitled, “Grievance/Complaint Procedures Policy” ensures that Indiana WorkOne full-service centers and express sites implement procedures that are in compliance with guidelines provided by USDOL regarding the nondiscrimination and ...
	The DWD grievance policy integrates grievance and complaint processes for the WorkOne programs funded through DWD, inclusive of the Complaint Processing Procedure requirements of 29 CFR 38.70 through 38.79.
	Each of the twelve regions are responsible for ensuring complaint processing procedures are made available and followed.  The regions provide the name, title, telephone number, and TDD/TTY number of the Local EO Officer who is the first responder to a...
	Initial Review
	Notice of Receipt
	Notice of Lack of Jurisdiction
	If the recipient does not have jurisdiction of the complaint, or if the complainant did not file a written complaint within 180 days, a written “Notice of Lack of Jurisdiction,” including the reason for the determination, will be sent to the complaina...
	Alternative Dispute Resolution
	The DWD Grievance Policy provides the complainant with the option to choose the Alternative Dispute Resolution (ADR) process or for the local-level to do an investigation of the complaint.  The decision to elect ADR or for the local-level to do an inv...
	Fact-finding
	All regions have local autonomy for processing complaints of discrimination within a 90-day period.  The 90 days allows for a period of fact-finding or investigation of the circumstances underlying the complaint.  The remaining time permitted under th...
	Notice of Final Action
	The Local EO Officer must submit a “Notice of Final Action” to the complainant within 60 days of the date on which the complaint was filed.  The Notice of Final Action informs the complainant of the ruling for the issue(s) raised in the initial compla...
	The DWD Grievance Policy notifies the recipient that should she/he fail to provide the complainant with a Notice of Final Action, the complainant may file a complaint with DOL/CRC within 30 days of the expiration of the 90-day period.  To summarize, t...
	Record Maintenance
	Non Discrimination Complaints
	When a complaint is not based on discrimination but on program or customer service issue, the complaint is processed in accordance with local policies and procedures as described in DWD Policy 2007-10.
	Migrant Seasonal Farm Workers
	The State Monitor Advocate (SMA) receives information regarding complaints in an aggregate form and uses the Services to Migrant and Seasonal Farmworkers Report, Employment and Training Administration Form 5148, on a quarterly basis for submission to ...

	ELEMENT 9:  Corrective Actions/Sanctions
	[29 CFR Part 38.76 through 38.79]

